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There’s a dream-team, now: you and the Olivetti 
Lexikon Electric, the world’s most eager-to-please 
typewriter. At a flick of your skillful finger it turns 
out typescript so neat, clean and crisp that compli- 
ments pile up the way work used to! (And the auto- 
matie switch shuts off the motor when you forget.) 
The Olivetti Lexikon Standard, with the “gentled’”’ 
key action and other very special features, and the 
devilishly handsome Olivetti portables (the Lettera 
22 and the Studio 44) may be seen, along with the 
Lexikon Electric, at your local Olivetti dealer. 
Olivetti Corporation of America, 580 Fifth Avenue, 
New York 36, N. Y. 


olivettt 











MAIL THIS COUPON NOW 





“LT BOOSTED MY SHORTHAND 
PEED TO 120 WORDS A MINUTE 


Look What These Experts 
Say About This 
Wonderful New System! 


The key to shorthand speed is recular dictation prac- 
tice, and your records provide the student secretary 
with a rich supplement to such a program. The very 
precise and clear manner in which they are dictated 


makes easier the climb to greater shorthand speed 
William Cohen, World's Shorthand Champion 


(280 wpm for 5 minutes) 


In my estimation the dictation dise system of develop- 
ing speed is the best I have ever seen 

Thomas Cole, Chairman, Committee on Professional Education 

N. Y. State Shorthand Reporters 


Your dictation records are made to order for the 
teaching profession. They ease my chores and make the 
students’ work more enjoyable. By providing graded 
dictation in l-minute spurts, the results have been 
phenomenal! Paul Simone, Author of “‘A Stroke in Time’ 

Instructor, Columbia University 


We are using your records and find them invaluable in 
teaching shorthand. The records are clear and distinct 
and the students love to take dictation from them. It 
is a pleasure to recommend your records to any school 
teaching business subjects. They will greatly increase 
the efficiency of the department. E. 0. Fenton, President 

American Institute of Business, Des Moines, lowa 


DICTATION DISC COMPANY 


45 rpm — Extended Play 


Brief Forms & Phrases 
15 minutes dictation 


on 45 rpm — 15 minutes 


$1.75 each $1.75 each 
O) No. 1 60 & 70 wpm O No. 1 40 & 60 wpm 
O No. 2 70 & 80 wpm O No. 2 70 & 90 wpm 
() No. 3 80 & 90 wom 
CL] No.4 90 & 100 wom Elementary Dictation 
LJ No.5 100 & 110 wpm — on 45 rpm — 15 minutes 
O No. 6 100 & 110 wom $1.75 each 
O No.7 110 & 120 wpm 
O No. 8 120 & 130 wpm D No. 3 40 & 50 wpm 


C) Complete Set — $12.50 O No. 4 50 & 60 wpm 
(C) Complete Set — $5.75 


(45 rpm continued) 
de (4 records) 


O No. 9 60 & 70 wpm 
O No. 10 70& 80 wpm 
0 No. 11 80 & 90 wom 

} No. 12 90 & 100 wpm 


Court Reporter Dictation 
on 45 rpm — 15 minutes 
$1.75 each 


(1) No. 13 100 & 110 wpm 

[) No. 14 100 & 110 wpm OO No.1 130 & 140 wpm 
O No. 15 110 & 120 wpm [1] No.2 140 & 150 wpm 
C1) No. 16 120 & 130 wpm [) No. 3 150 & 160 wom 


} Complete Set — $12.50 0 No. 4 


—— 170 & 180 wpm 
_) Both Sets Comp. $23.50 v 


[) Complete Set — $5.75 


33-1/3 rpm — Long Play 
45 minutes dictation 


OO No 
Ni 
No 
No 


C) Complete Set — $18.00 


pay price indicated plus COD and handling charges 
sus » delig ( - P » scord(s) 0 
78 rpm — Standard a oe or may return record( in 1 
10 minutes dictation t ef full payment now, please ship record 
e ose i a nen 10 P eas up PCOTaS 
$2.50 each C] postpaid. Same money-back guarantee 
0 No. 1 60 & 70 wpm 
O) No. 2 70 & 80 wpm 
Cl No.3 80 & 90 wpm $ALE eT 
[) No. 4 90 & 100 wpm 
O No.5 100 & 110 wpm 
No. 6 100 & 110 wpm ADDRESS 
] No. 7 110 & 120 wpm 
[] No. 8 120 & 130 wpm 
C) Complete Set —— $16.06 CTV nnnncccoccsceceacseesscscccscssscerscsescsnsnessnssenssssssosnsessswaseess a STATE 








170 Broadway, New York 38, N. Y. 


$5.00 each $5.00 each 

1 60 to 90 wpm OO No.1 140 to 170 wpm 

2 70to 100 wpm 0) No. 2 180 to 200 wpm 
90 to 120 wpm [) Complete Set — $8.75 

4 100 to 130 wpm 
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— by listening to records!” 


Amazing New 
Method Guarantees 
To Increase Your 
Shorthand Speed 
-Boost Your Salary 
10 to *20 Per Week! 
Now Being Used 
and Recommended 
by 468 Leading 
Schools! 





15 Minutes 
Dictation On Each 
45 RPM Record 


Dictation Disc 
Records Available 
In All Speeds! 


Here’s the quick, easy, modern way to develop shorthand speed and 
accuracy! You practice at home, in spare time by listening to amazing 
new Dictation Dise Records available in all speeds. 


More Shorthand Speed Means More Money For You! 

Thousands have used this effective method and increased their writing 
efficiency, poise and confidence as much as 50%! Big pay raises come auto- 
matically with higher shorthand speeds. Read what the experts say about 
this practical, inexpensive way to improve your skill. Start right now to 
boost your earnings as you build your shorthand speed by putting this 
remarkable system to work for you. 

Send No Money! Mail The Coupon Now! 

Regardless of how fast (or slow) you now write shorthand there’s a 
Dictation Dise just for you. Check below the ones you want. Send no 
money just the coupon. On arrival pay price indicated plus COD and 
handling charges. Or, enclose cash, check or money order now and we will 
ship your records postpaid. Either way this method MUST do every- 
thing we say it will or you may return records in 10 days for full refund. 
Mail the coupon now! 


DICTATION DISC CO. 


Dept. TS-5 170 Broadway, New York 38, N. Y. 


Dept. TS-5 


Court Reporter Dictation 
on Long Play — 45 minutes 








Please send me the records indicated. On arrival I wil 
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y N OUR COVER—Vacation fun ahead 
( with a co-ordinated outfit by Sport- 
empos. Skirt, made of Viscose and cotton, 
looks like linen—is crease resistant and 
washable. A “secret panel” seat lining 
provides for absolute shape retention. In 
black, navy, charcoal, beige, aqua, coral, 
maize, Aster blue, cloud blue, and pink. 
Sizes 7-18, $8.95. The shirt, color- 
co-ordinated to the skirt, is made of 
“Comosetta”—a_ silk-like Viscose broad- 
cloth—and is washable. In white, beige, 
cloud blue, Aster blue, aqua, coral, maize, 
and pink. Sizes 10-18, $5.95. Both pieces 
available at Rich’s, Atlanta; Stix, Baer & 
Fuller, St. Louis; J. L. Hudson, Detroit; 
and Filene’s, Boston. Handbag by Murray 
Kruger. 


Figures Tell the Story 


AN ACUTE SHORTAGE of clerical help 
exists in the New York metropolitan area, 
according to a survey recently conducted 
by the Office Executives Association of 
New York. The survey indicated that to 
handle present operations, the total work 
force must be increased by more than 6 
per cent. This means that with more 
than 1,000,000 people working in various 
clerical positions in the New York area, 
more than 65,000 jobs are vacant. The 
survey further indicated that the greatest 
shortage is felt by the very small com- 
panies (less than 25 office employees) 
and the very large ones (more than 1,000 
employees ). 


Legal Secretaries Meet 


MrMBERS OF THE National Association of 
Legal Secretaries will be heading West 
this year for the Association’s sixth annual 
convention July 28 through 31 in Las 
Vegas. Convention headquarters will be 
the Hacienda and Tropicana hotels. 

High light of the program will be the 
selection of the National Legal Secretary 
of the Year. Chapters throughout the 
United States, Hawaii, and Alaska will 
submit entrants for the contest, and the 
convention delegates will vote to select a 
winner. Selection will be based on the 
secretary's outstanding services for her 
chapter, her community, and the National 
Association of Legal Secretaries during 
the past year. Convention chairman for 
1957 is Miss June Quinn, 300 Fremont 
S:reet, Las Vegas, Nevada. 
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How can this sock make “y 
your typing easier? 


Very simple! This sock weighs only two 
ounces. And that’s all it takes to press 
down one key on the new Royal Elec- 
tric. It’s the softest touch in typing! ' ; 
Happier you! Happier boss, too, when 
It takes only three ounces to depress 
eRe s ag a , he sees the letters—crisp and clean with 
the carriage return key. Fact is, the new se Kling “book look.” 
rs rae ats : 90k look. 
Royal Electric is 13 times easier to operate Ca Spat 
than a non-electric typewriter. 


the new Royal Electric. Because lighter 
work means easier work... faster work 
... better-looking work. 


Why not call in your local Royal Rep- 
And thereby hangs a long list of ben- resentative? A little office demonstra- 
efits you gain every time you type on tion should provide the final convincer. 


® 
Gg YA electr1¢ - standard portable + Roytype® business supplies 





Sr ateaanentiidenneainaaaettataiaesdiinent thinned intetineetentenmaneaatonnsatill 


“a ~ 
See Si a eee we “ » m ‘age is Bite cat he lity 


RE Ri a (lb a ation ii cece it ae es oe REE Btw ends + nn Meesniber. OBE Bice. Ti ll, 
AE ie a maa Zin <Ztim Hn Gin Gh Sallie HE Pa, 


westct 





Products of Royal McBee Corporation—World’s Largest Manufacturer of Typewriters 
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"Dont know how we ever got along 
without our 
Veritax Copier" 


Kodak Verifax Copier makes 
5 photo-exact copies in one 
minute for 242¢ each. 


In thousands of offices youll hear secretaries 
and bosses echoing this endorsement. 


For the way a Kodak Verifax Copier 
eliminates retyping, dictation, waiting for 
copies puts it in the “indispensable” class. 
And the dollars it saves on job after job 
often exceed its low cost the very 
first month. 


Here are just a few of the short cuts 
youll enjoy with this completely 
different photocopier, which enables 
anyone to make 5 copies of a docu- 
ment in 1 minute—under full room 
light —for just 242 cents each. 


[] Eliminates dictation and typing when 
answering letters or memos which ask 
questions. All your boss has to do is jot the 
answers in the margin. Then you send a Verifax 
copy as his reply and file the original away. 

















[] Eliminates “I quote” memos. Instead of 
dictating paragraph after paragraph from 
sales inquiries and other correspondence, your voss simply 
asks you to send Verifax copies of the original to all concerned. 
[_] Eliminates slow “one copy” routing. Everyone gets the story 
at once... can think at once... when you dispatch Verifax 
copies of magazine and news articles, ete. 
[| Eliminates retyping for extra copies. If you need more carbons 
than your boss asked you to make—no problem. Your Verifax Copier 
gives you easy-to-read copies even from carbons. You can also use this 
versatile copier to make an offset plate in one minute for less than 20¢! 
erifax Copyi 
DOES MORE... COSTS LESS ... MISSES NOTHING 
-~—---— —————————-——-—-MAIL COUPON TODAY ————-——-—--—-—-—-—-—-—-—-_ | 
FREE—new Don Herold Booklet. EASTMAN KODAK COMPANY, Business Photo Methods Division 
Famous cartoonist-humorist’s book- 343 State Street, Rochester 4, N. Y. 
let, “How I Learned the Verifax of : ; ; ; 
’ has laughs—and work-saving Gentlemen: Please send free copy of Don Herold’s 231-5 
for bosses and secretaries on new booklet “How I Learned the Verifax of Life.” 
ize. Hew to end the “quot- 
iv t. How to do “all-day” re- , oe 
ty] in 20 minutes. How to Nam Position 
mak itset master in 1 minute. C , 
Don ¢ ind on with short cuts ew 
that wil! | ten each working day. : 
Mail cor Or phone Verifax Street 
dealer, list: low pages” under 
“Photocopy es.” City State 
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THE BOSS SPEAKS OUT 





Tact: A Basic Ingredient 


BY LOUIS 


SCHRAMM, 


JR. 


President, Allied Van Lines, Inc. 


BUSINESS ASSOCIATE once 
gave me his recipe for the 
ideal secretary. It went like this: 
“Take one attractive girl. Add a 
full measure of intelligence, charm, 
and efficiency. Sprinkle with re- 
sponsibility and initiative. Fortify 
with patience and good humor, 
then blend carefully to preserve all 
ingredients.” 
I thought it was a fine formula 
but argued that it lacked one basic 
ingredient—tact. 


We ALL KNow how much hurt a 
tactless person can cause in any 
situation, business or social. In the 
business world, however, a tactless 
secretary can also create ill will that 
is seriously damaging to her boss 
and to her company. 

How a secretary treats her co- 
workers, how she answers the 
phone, how she handles people who 
come to see her boss—these are all 
everyday circumstances that re- 
quire tact. In the moving business, 
a service operation, this character- 
istic is particularly important. 

As president of Allied Van Lines, 
an international network of movers, 
and as president of another com- 
pany, Chelsea-Allied in New York 
City, my duties keep me away from 
the office a great deal of the time. 
This places a tremendous burden of 
responsibility on my secretary, who 
must, necessarily, “mind the store” 
in my absence. Like many another 
secretary, she is called on to solve 
problems requiring immediate at- 
tention. And the problems 
varied and numerous. 

For example, whether a person 
moves for the first or the tenth 
time, the experience is usually tem- 
porarily upsetting. Emotions run 
high. The customer seems to phone 
the mover’s office at the drop of a 
hat, with either real or imagined 
problems. More often than not, my 
secretary receives the call, and here 


are 


is where her tactfulness is tested. 

She must calm, reassure, comfort, 
and generally “mother-hen” the dis- 
traught caller. The fact that the 
customer may be wrong cannot, at 
the moment, enter the picture. If 
the customer is wrong, my secretary 
may contact her later—when nerves 
have quieted—to try to correct any 
misconceptions. 

Just the other day, “Mrs. Smith,” 
the wife of an important customer, 
called. She was very upset because 
the van had not yet arrived and she 
had to leave the house almost im- 
mediately to catch a plane. A major 
crisis was in the making. 

My secretary quickly checked the 
day’s orders and discovered that 
Mr. Smith had ordered the van for 
noon, and not for nine o'clock, as 
his wife claimed. My secretary 
said nothing, however, about Mr. 
Smith’s directions, since that would 
only have aggravated an already 
touchy situation. The important 
thing was to help Mrs. Smith make 
the plane. 

Ignoring the customer’s barbs 
and insults, my secretary suggested 
that the house keys be left for the 
movers in a safe spot and that Mrs. 
Smith go ahead to the airport. She 
reassured her over and over that 
our men, who are expert and de- 
pendable, handle everything. 

All went well, Mrs. Smith made 
her plane, and my men handled the 
moving job without any difficulty. 
Afterwards, my secretary called 
Mrs. Smith in her new home. Be- 
cause she had been treated tactfully 
during a trying period, she was very 
receptive to the follow-up call. My 
secretary had made a friend, instead 
of an enemy, for the company. 

Sometimes our van drivers come 
back from a difficult job with their 
tempers sorely tried by _ incon- 
siderate customers. Since they 
can't voice their feelings on the 
job—they are (Continued on page 48) 
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| 318s. Michigan Avenue 


-———-C sto gan ———- 


HAVE YOU HEARD 
about STENOGRAPH® 


modern machine shorthand ? 





Stenograph is the machine way in short- 
hand. Words are written by sound, in plain 
English letters, or combination of letters. 
These printed notes never get ‘‘cold.”’ 


You can read the actual Stenograph notes 
below. Just read across—one word to each 
line: 


These plainly printed notes show just a 
few reasons Stenograph is faster and 
easier to learn, to write and to tran- 
scribe. 


Stenograph is fast, accurate. Because higher 
speeds are easily attained, machine opera- 
tors quickly take and transcribe much more 
dictation. They are also able to take top- 
level executive conferences, sales meetings, 
etc. Many high-speed operators enter the 
very well-paid and interesting reporting 
profession. 

For top jobs and top pay as a stenog- 
rapher, secretary or reporter, learn 
more today about Stenograph. 





Stenographic Machines, Inc., Dept. T-557 





Chicago 4, Illinois 


| 
| 
| 
Gentlemen: Please send more information about | 
Stenograph machine shorthand. | 
| 
Name ————— | 
Present Position aus | 
Address = -_ ; 
City Zone State | 


ul 








| NEVER 
REALIZED... 


what a difference 
there is in 
dictionaries! 


When I decided to buy a dictionary, I 
thought any one with the “Webster” 
name would be completely reliable. 


My dealer set me straight. He pointed 
out that information on which you can 
depend can be found only in a truly 
authoritative dictionary. He mentioned 
specifically Webster’s New Collegiate— 
the genuine Merriam-Webster. And he 
gave me two reasons. 


First, Webster’s New Collegiate is the 
only desk-size dictionary based on the 
big unabridged Webster’s New Inter- 
national Dictionary, Second Edition. 
You've seen it at your library. It’s often 
called “the Supreme Authority” of the 
English-speaking world. 


Second, Webster’s New Collegiate is 
the only desk-size dictionary produced 
by a company that specializes entirely 
in dictionary publishing, and has for 
over 100 years. As a matter of fact, 
it’s the only one kept up to date by a 
large, permanent staff of experts. That’s 
why people who must be sure—editors, 
businessmen, professional men, and 
educators — specify Webster’s New 
Collegiate, 


When you buy your dictionary, be 
sure to insist on the genuine Merriam- 
Webster. Ask for it by name at your 
department, book, or stationery store. 
It costs only $5 plain, $6 thumb-indexed. 


Kw MNevuiam-Webster 


Reg U.S.Pat.Of, 
G. & C. MERRIAM CO., Soringfield 2, Mass. 
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sk the Experts a 





Q. In our office we often have occasion to 
é I 

use both a subject line and an attention line 
in the same letter. What are the placement 


and form of each line? 


4. The fact that a letter is to bear both 
an attention line and a subject line does 
not alter the rule that the attention line 
should follow the inside address (precede 
the salutation) and that the subject line 
should follow the salutation (precede the 
body of the letter). 

The form of each line is a matter of 
taste or office style. All éapitals, initial 
capitals with the line underscored, cen- 
tered position, or flush left are all varia- 
tions that are acceptable. 


Q. Vary Jones wrote a letter to another 
secretary, Alice Browne. and offered to sell 
Miss Browne a stated 
amount of money. Miss Browne acc epted the 
offer in a letter that she sent to Miss Jones 
by return 


typewriter for a 


mail. Miss Jones, however, re- 
ceived the acceptance an hour after she had 
sent a letter to Miss Browne voiding the offer. 
May Miss Jones be held to the offer she 


mailed to Miss Browne originally ? 


A. Yes, Miss Jones may be held to the 
offer she made in the first letter. An offer 
can only be revoked when the revocation 
is received by the offeree before he (the 
offeree) has accepted the offer. This was 
not the case here. An acceptance is bind- 
ing as soon as it is made by the offeree, 
even before it is received by the offerer. 
A revocation of an offer must be received 
by the offeree to be binding. 





Q. In writing shorthand, why should the 


a be written in application but not in 


obligation? 


A. The principle that we follow in writ- 
ing words that end in cation is this: 

1. If the word ending in cation has a 
primitive form ending in cate, we do not 


write the a in cation. This is true in such 
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pairs of words as obligate, obligation; 
educate. education. 

2. Where the word ending in cation 
has no primitive form ending in cate, we 
write the a. The word application, for ex- 
ample, has no primitive ending in cate. 
Therefore, we write the a in cation. 

Actually, the omission or inclusion of 
the a in cation has little bearing on legi- 
bility. 





Q. hen writing a question that ends with 
a colon as its punctuation, where should the 
question mark be placed? For example: Are 


there any exceptions to the rule as follows: 


A. There is a general rule that double 
punctuation is not used except with quo- 
tation marks, parentheses, and brackets. 
Therefore in your sentence, followed by 
the list you give, the question mark may 
be inserted after each item in the list. We 
prefer, however, the form you have given 
—with no question mark. The way in 
which the sentence is stated makes it clear 
that it is a question. 


Q. Is there any set rule for submitting 
carbon copies of a letter to individuals of 
the same company at the same address? I 
have been addressing separate envelopes— 


sometimes as many as four. 


A. The usual procedure is to address one 
envelope and enclose the copies of the let- 
ters for the various individuals within 
the one envelope. If each person is re- 
ceiving a copy of the same letter and all 
names appear on the copy, then it is cus- 
tomary to check off the name of the in- 
dividual so that distribution is easy. 


Q. What is the best rule to follow for filing 


and indexing compound geographic names? 


A. The most commonly accepted rule 
for indexing and filing compound geo- 
graphic names is to consider each part of 
the name separately. New is considered 








Business English ..... E. Lillian Hutchinson 
Secretarial Practice ..Madeline S. Strony 
Business Law ........ R. Robert Rosenberg 
Bookkeeping .. ..... J Marshall Hanna 
Typewriting ......... Alan C. Lloyd 
Business Arithmetic ..Vivian W. Kline 
Shorthand ......... Charles E. Zoubek 
MES sdee -+ caean N. Mae Sawyer 

the first unit in New York, and York is 


the second unit. This rule 


further states that when the first part of 


considered 


a compound geographic name is not an 
the 
sidered as one unit. According to this rule, 
as Los Angeles, Des 
Voines, and San Diego would be consid- 


English word, entire name is con- 


then, such names 
ered as one unit because the first parts of 
the names are not English words. 

In business, however, it sometimes may 
be necessary to vary this or other rules to 
speed up filing and, more important, find- 
ing. A word of caution: If you find it best 
lo vary a rule, that variation 
must be followed consistently. Never in- 


standard 


dex and file a name one way today and a 
like name another way tomorrow. 


Q. When is it correct to use of after all? 


A. Of should not be used after all unless 
a pronoun follows all. Thus: 

All the students passed the test. 

All of us passed the test. 





Q. 


etiquette for the use of addressing a man as 
/ ; 


Will you please tell me the correct 


sir in a business office? 


A. Just as there is a tendency to use a 
person's name in the salutation of a letter 
(instead of “Dear Sir”). so there is the 
tendency to drop sir and maam when 
speaking. Nevertheless, in answer to the 
request, “Will you please give me the files 
on the new case?” you would probably 
say, “Yes, sir.” [t is not so much what you 
say as how you say it. 


Q. What is a “simple.” or “parol,” con- 


tract? Will you give me an example of one? 


{. All agreements other than those un- 


der seal are known as “simple,” or 
“parol,” contracts. These include written 
contracts as well as agreements in which 
the terms of the contracts are expressed 


in spoken words or implied from the acts 
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ACQUAINTED 


WITH 
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Keep a supply of these amazing little discs 
on hand—use them instead of tacks, tape or 
glue. Here’s why—they’re adhesive on both 
sides—stick without damage to any surface 
including glass, wood and tile—and they're 
neat, completely out of sight when applied. 


What’s more they're easy to handle—can’t 
stick to fingers—may be easily removed at 
any time and used over again. You'll find 
Stik-tacks perfect for mounting papers, wall 
charts, pictures, displays, window decora- 
tions, albums, bulletin boards and in hun- 
dreds of other helpful, practical ways. 


ORDER FROM YOUR 
STATIONER OR FROM 


$1 .00 
328 DISCS (four folders) 


ONLY for 


..¥.- 
















miracle discs 





can be used over and over 








stick to any surface, metal or glass 


take the place of tacks and tape 


will not stick to the fingers 





in two convenient 
all purpose sizes 





an 





’ THOMPSON-WINCHESTER CO., INC. 
1299 Boylston Street, Boston 15, Mass. 


Please send packs of Stik-tacks, 
328 discs per pack, $1.00 each. 


Name 
Street 


City Zone State 





Brush “Le 


BY BRUSHMAKERS 





LOOSE BRISTLES CAUSE JAMMING of type 
keys and 


writer sluggish machine operation 


Inferior brushes shed bristles which fall into the 


machine and catch in moving parts. A 


call is necessary to restore the machine to proper 


working order. 


Our brushes are constructed with permanently 
“locked-in” bristles. Nothing to age or deteri 
orate to cause shedding of bristles. Tough 
“Tynex” nylon bristles will not break off in 


cleaning 





BE SERVICE-CONSCIOUS. Start keeping your 
office machines clean with quality brushes. These 
brushes ire guaranteed LO00* igainst shedding, 
and outlast cheaper brushes by 10 times. Order 
from your dealer or send your order directly to 
us with the name of your dealer. Brushes, 50¢ 


each; or $1.50 for complete Steno Brush Kit. 


Grurhmatkers, Tue. 


529 So. 7th St. « 





Minneapolis 15, Minn 
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te vib Up 
with the beauty bath 


the DRY SKIN bubbling bath oil 


for bath and shower 
Your skin feels vibrant — 
glowingly alive! . with Aqua Vie 
Bathes away dry sun parched, wind burnt, 
moisture-starved skin anywhere on 
your body 


a a 


In new unbreakable 


) 
\ 
) 
) 
) 
* 


plastic squeeze bottle. At all 
better cosmetic counters 


Send 25¢ for generous 


trial bottle plus 
booklet on skin care! 





4 Scent d’Fleur and Balsam Pine 
Fragrances * Plastic squeeze bottle 
$1.50 ¢ Large plastic apothecary 
bottle in gift package $5.00 

\ TRYLON PRODUCTS CORP. 
2754 N. Wolcott Ave., Chicago 14, Ill. 
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Or are you wasting his time and 
yours trying to remember who 
called, appointments, meetings, 
and other important “things to 
do” today. 

Take the guesswork out of your 
job — have more time for things 
that count — simply by organiz- 
ing your everyday routine w ith 
an EVER READY desk calendar. 
It’s a good way to get ahead 
easier, faster. 

For a dependable desk mate, ask 
for EVER READY calendars by 
name. In several styles and colors 
to match other accessories. 

















or conduct of the parties. Thus, if Chester 
said to Howes, “I will sell you my watch 
for $10.° and Howes said, “I accept,” a 
simple oral parol contract would be made. 
had written to 
Howes oftering to sell his watch for $10, 


If. however, Chester 
and if Howes had replied by mail accept- 
ing the offer, a simple written parol con- 
tract would have resulted. 


Q. 


to the writing of shorthand 7 


What is the significance of the ellipse 


1. The elliptical figures that you see on 
many of our shorthand materials are the 
svmbols on which all the curves of Gregg 
shorthand are based. The entire alphabet 
is based on those figures, plus up, down, 
and forward straight lines. 





QV. In the following phrase. should the 
word photostat or photostatic be used 7 
Enclosed please find three  photostat 


(photostatic) copies of the contract. 
There is no such word as photostatic listed 
in the dictionary. | have, however. noticed 


that it is frequently used. 


.e No, Webster does not list an adjec tive 
formed from photostat. The manufactured 
photostatic probably was modeled on the 
somewhat similar pair, photograph and 
photographic. 

Actually in your sentence, the word 
copies is not necessary. The sentence can 
read, “Enclosed please find three photo- 
stats of the contract.” Therefore, there is 
no need for a special adjective form in the 


sentence. 


Q. Recently 


clerical pool. Several questions have arisen 


our department organized a 


as to what the definition of a clerical pool is 
and what its duties are. Will you please give 


us your opinion on this matter 7 


A, There are many definitions of a cleri- 
cal pool, but it is usually thought of as a 
central unit under the direction of a super- 
visor. In this central unit all types of 
clerical work are performed—typing en- 
velopes, transcribing from office ma- 
chines, duplicating material, and typing 
multiple copies. In fact, the clerical pool 
may handle almost anything that is not 
confidential and that the secretary might 
be able to delegate to such a centralized 
unit. 


Q. It seems to be the general practice to 
number the pages of all legal instruments 
at the bottom. Should the signature page be 
numbered also? 


A. Some legal stenographers do number 
the signature page of a legal instrument, 
(Continued on page 48) 
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No. 534-T with brush 


el Ho... 


EVERY 
@) i al | OF 
ERASURE 
BETTER 


BLAISDELL 
KLENZO 


PAPER WRAPPED 


ERASERS 


Correct errors 
quickly, cleanly. 
Save retyping 
many a letter. 


Try one today! At your 
stationer 

aa No. 531-T 
: with brush 


BLAISDELL PENCIL CO., BETHAYRES, PA. 








This Binder has 
almost DOUBLE 
CAPACITY! 


Because the Liberty Binder is equipped with 
Magic Binding Posts—the posts that extend 
themselves more than 50%—you get almost 
twice the space for binding loose-leaf records. 


Magic Posts available in two diameters: 3,” 
and %,”; 15 different post lengths; each 
extends more than 50%. 

Liberty Binders offer more for your money 
because they’re made of rugged, tough 
masonite with strong, long-wearing alumi- 
num hinges . . . a combination that makes 
them last for years and years. Binder com- 
plete with posts in any length are priced as 
low as $2.35 for 82 x 11” size. 

Write for complete information and prices. 


BANKERS BOX CO. bepr. 15-5 


2607 North 25th Ave. « Franklin Park, Ill. 





It's like wearing “Magic Gloves" 


Kokden-Jouck Typing! 





The only standard typewriter with light-light Goldet=Jouoh 


NOW! 
Up to 26% less 
typing effort 


Lightest touch in standard typewriter 
history—brings you easy Tap-Tap typing! 
It took the totally new Underwood “Touch- 
Master” to end back-breaking, pound-pound 
typing forever! Just a light tap-tap puts those 
Golden-Touch keys into action. Immediately 
you'll feel the wonderful difference—and love it! 


Magic Extras of Golden-Touch 
Extra-easy carriage return —a light “flick” 
does it! 

Extra-smart letters with far greater ease. 
Extra-clear carbons galore with Golden-Touch. 


underwood 
Vetiow Pages | 
} —_— 

oe 2 


- 


For a Golden-Touch demonstration, 
call your Underwood Showroom — 
listed in the Yellow Pages. 





underwood...o standard typewriter with Golden=Jouoh 
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Here's. why |. 
: ask for | 
SEA) FOAL BOLL: 


for Lightweight 3 


' 
‘ 
SECOND SHEETS =! 


ee e2@eFe 
aeceeaecae” 






- 


-* 5 @ 
e More legible copies 
each typing 


(I've made as many as 13 
copies at one typing) 


2. Easy to handle 


... files compactly 


1 


For all its light weight, ‘ 
SEA FOAM has the strength and 


body to stand up in the file. 
3. 


Less Waste 
SEA FOAM is boxed. 
No frayed sheets to 
be thrown away. 


@ You'll like Sea Foam, too. Next time you 
need a lightweight for second sheets, say SEA 
FOAM to your supplier. It's watermarked, so 
you'll know you're getting the best. 


Write on your letterhead for sample: 
Dept. T-5 
BROWNVILLE PAPER CO, 
BROWNVILLE, NEW YORK 


SEA FOAM BOND 
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Pointers on Packing 


OURE GOING! The planned 

and dreamed of “V-Days” (Va- 
cation Days) are happily near. 

Now you're wondering how on 
earth you can prepare for all oc- 
casions and emergencies and yet 
not have to hire a full-time porter 
to carry the dozens of pieces of 
luggage that you're sure you'll fill. 
But, if- you plan your packing 
wisely, you'll find that literally all 
“the comforts” can be carried in 
just a few suitcases. 


CLOTHES ARE IMPORTANT to every 
woman's ego during all seasons of 
the vear, but her vacation ward- 
robe must be gathered with these 
extra considerations—versatility and 
easy packability. Plan your ward- 
robe around one or two basic col- 
ors, remembering that dark colors 
travel best. Before you buy, list 
clothes under the various activities 
that you expect to find—sports, 
shopping, dinner-dancing, or the 
theater. Plan to carry only what 
you will need. 

Excellent for traveling—and also 
for packing—are the new “wonder” 
fabrics. Some of them need no iron- 
ing whatsoever; others can be hung 
over the shower rod for the wrinkles 
to be steamed out. Small plastic 
folding hangers guarantee the safe 
drying of synthetic fabrics, for 
there's no danger of iron rust or 
stain. If you'd like to be doubly 
sure of neatly pressed clothes, a 
traveling iron can be easily tucked 
into vour suitcase as an extra pre- 
caution. Use an overturned dresser 
drawer as an ironing board. 

Traveling from one climate to 
another can prove uncomfortable 
if you're not properly dressed. New 
fabric blends (like silk and cotton ) 
wear well in most temperatures. In 
addition, carry your topcoat to be 
prepared—and save space in your 
suitcase. 

Full skirts and heaps of crinolines 
are feminine and attractive, but 
unwieldy to pack; so avoid them 
as much as possible. As for an 
evening dress, unless you are sure 
that you will be attending a formal 
function, one of the short gowns 
will grace any occasion. Elbow- 
length gloves will add to the dressi- 
ness of your costume. 

Shoes in variety are another im- 
possibility. Two pairs should suf- 
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fice—walking shoes, and higher 
heels for dinner-dancing or the the- 
ater. A buckle or clip attached to a 
plain pump gives versatility to a 
single pair of shoes. 

Scarves and stoles give your 
wardrobe extra charm and _ color, 
and they take little room in pack- 
ing. For a spray of color for those 
basic dresses or as a cover-up for 
pin curls, include a silk scarf. For 
extra warmth and a_ glamorous 
addition to almost every ensemble, 
wear a woolen stole—perhaps you 
will want to pack an Indian sari to 
wear on special occasions. 

If the days should not be sunny— 
although it’s not supposed to rain 
during your vacation—you'll be pre- 
pared with a folding plastic rain- 
coat, boots, and umbrella. Another 
measure against rain and/or chilly 
weather is a light topcoat, the fab- 
ric of which has been treated for 
water repellency. 


HERE ARE A FEW general tips to 
remember when you begin packing. 
1. Gather everything into one 
room, and check your list to be sure 
that you won't forget anything. 

2. Plastic bags are ideal for 
packing blouses, shoes, and lingerie. 
The bags keep the articles grouped 
neatly, and everything can be seen 
at a glance. 

3. Save space by tucking nylons, 
hankies, and gloves inside shoes, 
hat crowns, and purses. 

4. Leave a few gaps for souvenirs 
and gifts. 

5. Don't buy large-sized bottles 
and jars of your favorite cosmetics, 
for they just add extra weight. 
Youll find well-stocked drugstores 
practically anyplace you go. Put 
small amounts of lotions and creams 
in plastic bottles for safe traveling, 
and seal perfume bottles with wax. 

6. If you wear glasses, pack an 
extra pair and your prescription. 
(Prescription sunglasses are ideal 
for sunny days. ) 

7. Place your jewelry in a sep- 
arate jewelry box that will take lit- 
tle room in your suitcase. 

8. Be sure that your name and 
address are on both the outside and 
the inside of each piece of luggage. 
Never put important travel docu- 
ments inside your luggage. Keep 
them in your purse for accessibil- 
ity. 
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THE CASE OF THE 


~ WOT DIAry by 


YOUR GIRL FRIDAY 


... and AFTER she read the first few pages . . . was HER face red? It was. She had underestimated her boss. Here’s what was 
IN that HOT diary: 





“My secretary keeps complaining about what she calls ‘eye fatigue’. Says reflected glare on harsh typing paper 
and the black print on white paper slows her down to a walk by the end of the day. Well . . . even | have heard 
of Panama-Beaver ‘‘vision-engineered"’ products. Even | know about those COLORED Panama-Beaver Hypoint 
Carbon papers. They're soothing to the eye and harmonize with all paper. The Panama-Beaver Lustra Colorful inked 
ribbons do the same . . . scientifically harmonizing with letterheads and all forms. And take those EYE-SAVER 
Unimasters for spirit duplicating. Their tinted jackets avoid any glare. Easy on the eye, yet the typing stands out 
and they produce ‘brilliant copies in amazing numbers. | am surprised that my secretary..." 


Well, our Diary snatcher, pink cheeks and all, wasted no time asking her office neighbor about Panama-Beaver. In no time a 
highly competent and accredited representative called to demonstrate the exclusive features the boss had known about all along. 
Now, don't wait for the Boss to write you up in his diary. Just fill in the coupon below. Do it now and you'll receive absolutely 
FREE Panama-Beaver's outstanding eraser that helps you “erase without a trace”’. 


- Mail Coupon Now! . . = m5 


(on your company letterhead) 
MANIFOLD SUPPLIES CO. 
19 Rector Street, New York 6, N. Y. 


| want to see demonstrated the exclusive color 
Goel harmony features of Panama-Beover Products and 


T-5 








at the same time receive my FREE Panama-Beover 
eraser. 


Pal NAMA-BEA vER 
bond whi 


Coast to Coast Distribution 
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Name 
Company 
MAniIFoLp Supp.ies Co. mg 
19 Rector St. New York 6, N. Y. ine hone 





MERIDIAN EVR-FLAT CARBONS + EYE-SAVER UNIMASTERS * LUSTRA COLORFUL INKED RIBBONS 
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What some people will do...to get an IBM Electric! 





DANGER! \ 





IBM gives you the 





world’s best typing— 





and saves money, 





energy, and time, too! 








) 
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Why the big boom for IBM Electrics? 

Because the IBM gives you the 
world’s most distinctive tvyping—always 
impressive and commanding. 

Because the IBM saves money by 
boosting efficiency, cutting costs. 

Becaiuse the IBM saves energy and 
time. It’s the world’s simplest electric 
in design and operation—the most 
dependable in performance. 








ELECTRIC 
TYPEWRITERS 


—OUTSELL ALL OTHER 
ELECTRICS COMBINED! 











ELECTRIC TYPEWRITERS + DATA PROCESSING + TIME EQUIPMENT + MILITARY PRODUCTS 
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LL ABOARD the 20th Century Limited, the New 
York Central Railroad’s “super” overnighter be- 
tween New York City and Chicago. At either terminal, 
as you approach the entrance gates, you'll meet and 
be greeted by your chic, uniformed secretary-hostess, 
who will check you out on the passenger list and 
direct you to your accommodations. 

“Ill be seeing you,” she'll probably say, as you go 
on toward the train. 

And see you she will. In the lounge car, she'll be 
serving you hors d'oeuvres. In your roomette or com- 
partment, she'll be telling you about hotels, restaurants, 
and sights to see in the city you're visiting. She'll 
describe the scenery en route. She'll give you a book 
to read. She’s there, if necessary, to sew on a button, 
administer first aid, and supply any toilet articles 
vou've forgotten. For the mechanically inclined, she'll 
explain the workings of the train. For travelers with 
children, she'll baby-sit, warm bottles, and change 
diapers. For businessmen, she'll take dictation and 
type. She’s on duty until eleven-thirty at night and 
starts work again at six in the morning. 


Girl 


of the 
Century 


e 
BY ROLLIE HOCHSTEIN Ej 











Your secretary-hostess is one of five “Girls of the 
Century.” According to the railroad’s brochure, she 
is “selected for qualities of taste, temperament, char- 
acter, and intellect—plus attractiveness and charm. 
She was an active leader in college and has had 
previous experience in business. She’s between 5/5” 
and 5’8”—and from twenty-one to twenty-six years 


old.” 


WITH AN EYE TOWARD SIMILAR JOBS for other secre- 
taries, we thought it would be a good idea to learn 
more about these secretary-hostesses and promptly 
made an appaintment with one of the Girls of the Cen- 
tury—Miss Sheila Murphy. She turned out to be a 
well-scrubbed, smiling-eyed personality known ap- 
propriately as “Murph.” She's twenty-two and neatly 
proportioned in her becoming uniform—a chiffon-flan- 
nel suit designed by Christian Dior—of a blue-gray- 
green color called River Mist. The scalloped pillbox 
hat perched on her chignon hairdo was done by Sally 
Victor in the same material. Black pumps, black hand- 
bag, River Mist crepe blouse, and leather gloves 










woe AMIN. : MC 


UUUEUONTAL EUAN DATA ATEN 






PHOTOS BY RICHARD DEAN 


Lert: A Century pas- 
senger visiting Chicago 
for the first time 
gets advance informa- 
tion on the city’s 
hotels and restaurants. 


Ricut: Sheila's 
speedy shorthand and 
typing help rushed 
businessmen get out 
their last letters 

of the day. She also 
types speeches, sends 
telegrams, and puts 
through phone calls. 


completed the ensemble—and it’s pretty enough to 
wear on a date. 

“| did wear it once on an unexpected date,” Sheila 
admitted, “and nobody knew the difference. The only 
thing that makes it look official is the silver N. Y. C. 
(for New York Central) emblem on the lapel. I un- 
pinned it.” 

With the emblem, Sheila looks official indeed. Once, 
on the way to work, she stopped at a shoe store. The 
salesman immediately sensed her importance. “What 
do the initials stand for?” he asked, “New York City?” 

Sheila, who finds it hard to resist a joke, looked 
furtively around her, then leaned close to the sales- 
man and whispered: “Yes. I’m a woman detective.” 

“Oh,” the salesman whispered in reply and hastened 
to serve her in quiet discretion. 


ACTUALLY, SHEILA LOVES HER UNIFORM. “It’s attractive. 
It's comfortable. And it’s a blessing not to have to 
worry about what to wear to work.” 

She loves her job, too—primarily because it involves 
so much work with people. Secondly, because it’s com- 
pletely unpredictable: “no two trips are ever alike.” 
And, third, because the salary and working conditions 
are “great.” 


Her schedule calls for six and a half round trips 


_— 





~ 


— 





a month—with never more than two a week. Since 
she lives in Brooklyn, New York is her home base. 
She reports to Grand Central Station at about four 
oclock on the afternoon of an assigned trip. A desk 
in one of the business offices at the station is reserved 
for the Girls of the Century. There she reports, finishes 
any leftover clerical work, and arrives at the train 
gates as they open at 5:15. Once aboard, she serves 
passengers in the lounge cars and then starts a person- 
to-person introduction tour from the observation car 
frontward. She describes the services that the 20th 
Century offers and urges all passengers to call on 
her if there is anything she can do for them. After 
she has gone through the train—a matter of about 15 
cars and 180 passengers—she operates from her office 
in one of the lounge cars. 

There are few differences between the 20th Cen- 
tury’s office and any other office. It is equipped with 
desk, typewriter, dictaphone (for lengthy jobs), steno 
pads (for short assignments ), and a full assortment of 
stationery. Its unique features are: a radio-telephone 
instead of the usual kind of phone, no filing cabinets 
(and no files kept) and no boss. Sheila’s immediate 
superior in the passenger-sales department is Helen 
Loring, supervisor of hostesses, who rotates trips with 
the four other Girls of the Century. 












Sheila stops for a chat 
with the Century’s locomo- 
tive engineer, R. Bremner 
Morris. Part of Sheila's 
training consisted of an 
intensive six-week course 
covering all aspects 

of railroading. 











EIrHER DIRECTLY OR THROUGH PORTERS, the passengers 
take Sheila at her word. And the word is “Service,” 
with a Smile (capital S$). Via Sheila’s speedy short- 


hand and typing, rushed businessmen get out their 
last letters of the day. Impromptu travelers make hotel 
reservations through her office. Confused travelers 
check with her on transfer points and time schedules. 
She types speeches, sends telegrams, puts through 
phone calls. A lawyer must dictate a long brief: Sheila 
provides the dictaphone and later mails the roll to his 
secretary. A writer is seized with an inspiration: Sheila 
provides him with a portable typewriter. 

During dinner hours, Sheila becomes official bottle 
warmer and baby sitter. If nobody calls for her serv- 
ices later in the evening, she makes another trip 
through the train, this time stopping longer to chat 
with passengers who seem lonely. The secretary- 
hostess’ traveling kit probably offers the clearest pic- 
Sheila’s 


other 


services. It contains, 


books, 


mysteries, toothbrushes and tooth paste, sewing kit, 


ture of nonsecretarial 


among items, children’s pocket-size 
first-aid kit, safety pins, cellophane tape, scissors, emery 
boards, combs, and razor blades. 

taking 


children on train tours, Sheila manages to enjoy her 


Between finding fourths for bridge and 


dinner, served in her own com- (Continued on page 42) 


Lert: “Hors d oeuvres, anyone?” 


Sheila offers a passenger 


some tempting appetizers in the 


Century's lounge car. 


BELOW 


dictaphone, 


Sheila’s office is 
equipped with a desk, typewriter, 
steno pads, and 
a radio-telephone. 





The Century's office is 


much like any other small 


office. Most notable 
difference—there are no 
filing cabinets, since no 
files are kept, and 


there is no boss. 
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TRAVEL BY LAND 


BUT WHATEVER WAY YOU GO... 


, TAS EE: A. TOU Ee 


BY MARY JOLLON 





F YOU could suddenly become a mind reader—an 


7 


invisible one, of course—and could visit all the 


offices of the land, chances are that you'd find more 
than one secretary indulging in a little daydreaming. 
The cause? Flower-scented air, warm sunlight, caress- 
ing breezes—all the familiar attributes of Dame Spring. 
The dream engendered by this ravishing creature? 
A natural one at this time of year—plans for a fabulous 
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vacation. 






For some, a vacation means two or three weeks at 


a familiar place—the family home at the lake, the 
same old mountain resort. But others hear the call of 


The towers of El Escorial, Spain 
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far-off places. Their footsteps lag as they pass the 
enticing windows of a travel agency. Their eves 
longingly follow the path of a plane as it crosses the 
heavens. Their ears are atune to the “come-with-me” 
whistle of a passing streamliner. 

It can be a frustrating and lifelong disease, this 
“travelitis, and there is really only one cure for its 
vearly reoccurrence. Go somewhere. 

Ah, says the would-be traveler. But where, and how? 
How long, and how much? Alone, or with a group? 

This year our first answer to all such questions is: 
Take a tour. The where can be anywhere, from the 
sunny beaches of Bermuda to the cool forests oi 
Canada, from the towering majesty of the American 
Rockies to the fabulous cities of Spain. You can tour 
by bus, train, plane, or ocean liner. Your trip need 
be determined only by your personal “likes,” the 
length of your vacation, and your bank account. 
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Tours are planned for your enjoyment. There’s no 
need to worry about hotel reservations, train schedules, 
carrying your own bags, or having enough money to 
pay that last hotel bill. The tour director takes care 
of all that. You can devote your time to sight-seeing 
and having fun. 

For the girl whose friends have neither the time, the 
money, nor the traveling instinct to join her on a 
vacation trip, a tour is ideal. She can go where she 
wants when she wants. She'll meet interesting people, 
have plenty of company wherever she goes. 

We present here a brief sampling of the tours 
available to vacationers this year. Pick the one that 
appeals to you most, check with boss and bank, then 
hie yourself to your local travel agent, or contact 
the carriers directly. And when you finally take off 
on that tour of yours, have a wonderful time! 


Travel by Land 


MARTHA’S VINEYARD, NANTUCKET, CAPE Cop—seven-day 
Pilgrim tour from New York via the New Haven Rail- 
road. Leave on the air-conditioned “Day Cape Codder,” 
make connections with the boat to Martha’s Vineyard. 
Three-day stay on the island includes a tour, an all- 
day trip to Nantucket, plenty of time for sun-bathing, 
swimming, sailing, dancing under the stars. Then to 
Falmouth on Cape Cod for summer theatres, shopping, 
all-day trips to Provincetown and Plymouth. Return 
to New York on the New Haven. This is a delightful 
tour, personally conducted all the way. The cost— 
$177.50—includes everything, even tips. 


NEW ORLEANS AND GULF CoAst—fifteen days by Grey- 
hound. Tour leaves from New York, travels south to 
Charleston, South Carolina. Here you'll explore the 
city, take a yacht trip around the harbor, visit historic 
Fort Sumter. On to Jacksonville and St. Augustine, 
then along the scenic Gulf Coast to New Orleans. 
Youll explore the old French Quarter, walk in the 
path of Jean Laffite, visit beautiful plantation homes 
along the Mississippi. Youll revel in the French- 
Spanish atmosphere of the city of the Mardi gras, 
sample mouth-watering Creole delicacies. Tour price 
includes transportation, sight-seeing, 13 hotel accom- 
modations; you pay for your own meals, tips, and 
extras. Price: double room, $133 (per person); single 
room, $156. All prices plus Federal tax. 


GRAND TETON-YELLOWSTONE NATIONAL PARKS—a nine- 
day escorted tour via Union Pacific Railroad. The tour 
leaves from Chicago, travels through the farm lands 
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of Illinois, lowa, and Nebraska. Stopovers at Yellow- 
stone and Grand Teton National Parks with time to 
hike, fish, ride, or just relax. You'll visit the Grand 
Canyon, take a dip in Salt Lake (even nonswimmers 
can dive right in), explore Denver and its environs. 
Price includes everything. Pullman, $255.20; reclining- 
seat chairs—$201.92; both plus tax. 


GREAT SMOKY MOUNTAINS-BLUE RIDGE PARKWAY—Seven- 
day, all-expense bus tour from Roanoke, Virginia, via 
the Gray Line. The Great Smokies are a delightful 
vacation choice three seasons of the year—in spring, 
the hills are abloom with flowers, in summer the 
nights are cool, and in the autumn there's a blaze of 
color throughout the area. This tour takes you through 
Virginia, North Carolina, Tennessee. You'll visit Ashe- 
ville, Knoxville, Indian reservations, scenic wonders. 
Tour price: two or three persons in a room, $150 each; 
single room, $162.50. Both plus $6.40 tax. 


CALIFORNIA ECONOMY TOUR—coast to coast and back 
again—via Trailways Bus Lines—in only sixteen days. 
Admittedly, this is a long way to go in a short time, 
but the pace isn’t frantic, and there are even several 
mornings when you can sleep as late as you like. 
Thruliner is air-conditioned, has reclining seats. Over- 
night hotel accommodations in St. Louis, Salt Lake 
City, San Francisco, Los Angeles, Flagstaff, Amarillo, 
Fort Smith, Nashville; other nights are spent aboard 
the bus. There are sight-seeing tours planned for Salt 
Lake City, San Francisco (city tour and a night tour of 
fascinating Chinatown ), Los Angeles ( you'll see Holly- 
wood, Beverly Hills, the motion-picture studios, Dis- 
neyland). You'll visit Denver, Reno, Grand Canyon, 
the Santa Fe Trail, the Painted Desert, Hot Springs. 
The price of the tour includes transportation, hotel 
accommodations, some meals, and sight-seeing. Cost: 
from New York—single, $204.50; double, $190.75; 
twin, $195. Similar rates from Baltimore, Boston, 
Harrisburg, Hartford, and Philadelphia. Rates are ap- 
proximate, may be subject to slight change. 


Sail the Seas 


BERMUDA—Ssix- or seven-day cruises on Furness Lines’ 


“Ocean Monarch” or “Queen of Bermuda.” Two days 
of leisurely cruising—with “get-acquainted” parties, 
deck sports, movies, horse racing, nightly dances. 


During your stay in Bermuda, the ship is your “hotel.” 


Explore the beautiful isle. Bask on the coral beaches. 
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Shop, shop, shop. Imports—cashmere sweaters and 
perfume, for example—are priced far lower than sim- 
ilar items in the United States. At night, dance to 
the music of name orchestras in the big hotels, or listen 
to native calypso bands. Then two more days of ship- 
board fun as you sail back home. Cruises leave New 
York nearly every Saturday. Rates start at $153. 


THE CARIBBEAN AND SOUTH AMERICA—cruises sailing 
from New York on the Santa Rosa or Santa Paula of 
the Grace Line. Both ships were built especially for 
cruising—all staterooms are outside, all have private 
baths. Ports of call: Aruba and Curacao in the Nether- 
lands West Indies, both colorful bits of Old Holland 
in the New World. Theyre free ports, paradise for 
bargain hunters. Then to’ La Guaira, Venezuela, for a 
magnificent mountain trip to Caracas, the capital; 
Cartagena, Colombia, for a touch of Spain. Fares on 
both ships start at $450 in the regular season; but for 
a bit of thrift, plan an off-season jaunt—Oct. 1 to Dec. 
13, or April 21 to June 21. Fares are lower, the climate 
is beautiful, there are fewer tourists. 


Marne coast—six days on the schooner “Alice B. 
Wentworth.” A vacation with a difference and def- 
initely relaxing. No phones, no television, no bus 
schedules—just life “under sail” with plenty of salt air, 
sunshine, sailing, and swimming. Bask in the sun, chat 
with new-found friends, lend a hand with the ship if 
you want to (and who could resist? ), visit charming 
Maine ports. At night, perhaps a singing jamboree, 
an on-shore clambake, or a square dance. The “Alice 
B. Wentworth” sails from Camden, Maine, every Mon- 
day; cruise ends the following Saturday. Season: 
June 24-September 7. All-expenses—$97. Accommoda- 
tions are limited, so early reservations are suggested. 
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Write Alice B. Wentworth Cruises, P. O. Box 836, 
Rockland, Maine. 


TORONTO—SAGUENAY TOUR, via Canada Steamship 
Lines. Six days to really explore the beauties of French 
Canada. First day is spent traveling by train from 
Toronto to Montreal. That night you board your ship 
for a cruise up the St. Lawrence and Saguenay Rivers. 
Stopovers are made at beautiful Murray Bay; Tadous- 
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sac, the oldest settlement in Canada; and the quaint 
village of Bagotville. There’s a day and evening in 
Quebec with trips to Ste. Anne de Beaupré and Mont- 
morency Falls, hotel accommodations at the Chateau 
Frontenac. Another sion at Montreal with visits to 
Mount Royal, St. Joseph’s Oratory, and Chateau de 
Ramezay. Tour combines magnificent scenery, Old 
World charm, historic sites. It’s personally escorted 
Numerous sailing dates in late June, July, and August. 
Rates start at $160. 


Fly through the Air 


NEW YORK, BOSTON, PHILADELPHIA, WASHINGTON, D. C.— 
a fourteen-day jaunt from San Francisco or Los An- 
geles, via TWA. Price of tour includes round-trip 
Aircoach flight from the West Coast, hotel accommoda- 
tions, sight-seeing tours. Thus you have time to “look 
on your own,” dine in the many fabulous restaurants 
in these cities. In New York, you'll explore the city; 
visit the United Nations, NBC television studios, and 
Radio City; have a reserved seat at a Broadway show. 
Similar arrangements for Boston, Philadelphia, and 
Washington. Cost of Tour: $308.69 from the West 
Coast, and you can make the same tour from any city 
via Trans World Airlines. 


THREE WEEKS IN EUROPE, via Scandinavian Air Lines. 
Visit Edinburgh, London, Paris, Amsterdam, Copen- 
hagen, and Oslo. There’s ample time for poking into 
strange corners on your own, shopping, sipping apéri- 
tifs in sidewalk cafes. Prearranged sight-seeing tours 
are planned for Edinburgh and the country of Sir 
Walter Scott, London and Windsor Castle, Paris and 
Versailles, Amsterdam and Marken and Volendam, 
Copenhagen and Elsinore (site of Hamlet’s Kronberg 
Castle) and Oslo. Price includes transportation, hotels, 
breakfasts, all meals in Holland. Tour price is $807.60 
from New York. A happy note for prospective tourists: 
meals are not expensive in Europe—except for those 
occasions when you really want to splurge. 


TOOTHBRUSH TOUR OF EUROPE—for thrifty vacationers— 
seventeen days via KLM Royal Dutch Airlines. First 
stop—London, where you'll see Buckingham Palace 
(and maybe get a glimpse of the Queen ), Parliament, 
Westminster Abbey. Full-day excursion to the Shakes- 
peare country. Then to Amsterdam and a tour of that 
city, and a visit to the Hague. Third stop, Brussels. 
Last, but not least, Paris—with a tour planned for the 
city and a trip to Versailles. Tour includes transporta- 


tion, hotel accommodations, (Continued on page 52) 
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The Personnel Touch 





BY KAY BUTNER 


Personnel Director, Popular Science Publishing Company 


Vacations Can Be Fun 


HE OTHER DAY in the cafe- 

teria, | overheard a group of 
girls talking about vacations. Some 
were excited about their plans, but 
others were more than a little dis- 
turbed. One couldn't decide where 
to go, another complained that she 
didn't have anyone to go with, a 
third thought she might spend her 
two weeks at home. There wasn't 
much joyous anticipation in evi- 
dence; rather, they seemed to be 
dreading vacationtime. I couldn't 
help feeling they were taking the 
wrong approach, thus missing a 
great deal of pleasure. 

In these days of liberal company 
benefits, vacations are a big item. 
Employers have come to realize the 
value of a break in the yearly rou- 
tine—for their employees and for 
themselves. Time off may range 
from a week to a month, depending 
on the company, with the trend be- 
ing toward longer vacations. 

As a wise secretary, you should 
take advantage of this generosity. 
Your vacation should be fun—some- 
thing to look forward to, something 
to remember when it’s over. It may 
involve a little time and effort, but 
the planning can be almost as much 
fun as the actuality. 

First of all, make plans to go 
somewhere. Don't decide to rest at 
home; get away from the daily rou- 
tine of your life. New scenes, new 
faces, and new experiences will 
broaden your horizon, send you 
back to the office feeling mentally 
and physically refreshed. 

Where you go and what you do 


on your vacation will depend to a 
great extent on your pocketbook. 
Of course, you will receive vaca- 
tion pay, but unless youre in an 
astronomical salary bracket, you 
wont be able to have a fabulous 
time on that alone. A good vaca- 
tion is worth some extra spending. 
To have additional money for the 
yearly splurge, why not start a va- 
cation fund of your own or join 
a vacation club at your bank. Then 
there won't be any strain on your 
budget and you wont have to 
pinch pennies when youre trying 
to enjoy yourself. 


It CAN BE A LOT OF FUN deciding 
where you want to go and the type 
of vacation you want. Your choice 
is unlimited. Some places are very 
inexpensive (nonsavers, take heart), 
others are luxuriously extravagant. 
Some feature rest and relaxation, 
others stress group activities and 
social life. For certain resorts you'll 
need only casual clothes to fit in 
with the informal atmosphere. For 
others you'll need the prettiest, 
dreamiest formals you own. It’s just 
a matter of what you prefer. 

You can contact the chambers of 
commerce in the areas that interest 
you. You can write to one or more 
resorts or else visit a travel agency. 
It’s a good idea to give anyone you 
contact some idea of what you ex- 
pect from a vacation. In that way, 
you won't find yourself at a quiet 
mountain camp when you'd rather 
be at a gay resort. 

If you're the athletic type and 
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want to spend your vacation out 
of doors, you can probably find 
something to challenge your mus- 
cles through your local hostel 
group. Or perhaps you should look 
to the sea. There are schooner trips 
and sailing jaunts—ideal ways to 
“rough it” inexpensively. For a fab- 
ulous time—and a more expensive 
one—try an ocean voyage. There are 
a multitude of cruises to choose 
from. If you're a born sight-seer, 
you may want to consider the pos- 
sibility of renting a car and travel- 
ing at random. Or why not try an 
escorted tour by bus or train. 

Whatever you dream of doing on 
your vacation—be it a tour of the 
United States, a trip to Europe, or 
a week in the Berkshires—it can be- 
come a reality. It may not be pos- 
sible this year, but with a little 
saving, it can be done next year. 
And if you want a really expensive 
vacation, don’t hesitate to start 
planning now for several years 
hence. When you have a definite 
goal in view, time goes swiftly. 

When you go on a vacation for 
which you've planned and saved, 
you're sure to have fun. You will 
return to the office with renewed 
health and enthusiasm. Your fellow 
workers, who have missed you for 
the week or month you've been 
away (and by all means try to take 
all your vacation time together), 
will greet you with open arms. 
They ll be eager to hear all about 
your recent vacation; you'll be look- 
ing forward to your next year's 
vacation. 
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BY E. LILLIAN HUTCHINSON (KEY TO TEASERS ON PAGE 45) 


words / can be teasers 


They Rhyme with “Horse” 


Here are brief definitions of words that rhyme with horse. How are the words spelled? 


1. Not fine. 4. Harsh, grating. 7. To sanction, 
2. The beginning of a river. 5. A broken marriage. 8. A new or reserve supply. 
3. Power. 6. Part of a meal. 9. Regret. 


Special Meanings in Phrases 


Each of the following words may be combined with other short words to make phrases having special 
meanings. List as many such phrases as you can. 


1. account 2. place 3. play 1. give 5. out 


Making Verbs 
What verbs correspond to the following nouns? 
1. acquisition 3. clothing 5. bargain 


7. defense 9. hesitancy 


unity 4. refusal 6. concession 8. emphasis 10. boycott 


When “E’s” Are Needed 


In the blank spaces write the letter e whenever it is needed to complete the correct spelling of the fol- 
lowing words. 


1. sens-ible 3. judg-ment 5. vriev-ance 7. lik-ly 9. din-ing 
2. notic-able $4. courag-ous 6. liv-liness 8. chang-able 10. manag-ing 


Accurate Reference 


Reword each of the following sentences so that there is no doubt about the noun to which each 
pronoun refers. 


1. The detective followed the suspect into a store, where words expressing a complete thought. 


he mingled with the crowd. 1. At the end of the term Susan received all A’s and B’s. 


The stenographer asked her supervisor whether her This pleased her father and mother very much. 


- oe. ' ¥ i: does . 
unfinished work could be left on her desk. 5. They say that a new set of cules aoverning the coubest 


3. It savs in our textbook that a sentence is a group ot is to be issued. 
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RAVEL NOW-—pay next month! 

It makes sense to travel without dollars these 
days. The smart secretary no longer has to rush 
Johnnie, the office boy, to the bank before closing 
time, then have him pick up reservations and arrive 
at the office in time to get the boss off with a brief 
case bulging with papers and a billfold full of cash. 

Today's secretary, once she has obtained her boss’ 
travel tickets, has only to make sure that he has a few 
cards in his pocket and then calmly prepare his brief 
case for that trip. 

Those little cards make the difference. Credit cards 
are like magic. If he has the right ones, your boss 
can leave for an extended trip on an hour's notice, 
with nothing but loose change in cash. The cards 
are not only an immediate convenience, but a con- 
tinuing one. They will be identification for him 
wherever he goes, and at the end of the month he'll 
receive an itemized statement. This will save him the 
trouble of keeping a detailed expense account, reduce 
bookkeeping at the office, and later serve as an accurate 
record for income-tax purposes. Let’s have a look at 
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BY MARION NOYES 


some of these cards. There are so many that you 
will want a conference with your boss to choose those 


best suited to his individual needs. 


By Air: A travel plan that has been in use for many 
years is the ATP. These initials stand for Air Travel 
Plan. Cardholders can charge their transportation on 
most of the major airlines and receive a single monthly 
statement covering travel on all the airlines they've 
used anywhere in the world. 

Two types of cards are available, the North Amer- 
ican and the International. As an added convenience, 
many hotels and auto-rental agencies will honor the 
ATP and bill the cardholder at the end of the month. 
You may apply to any airline for membership in this 
plan. By depositing $425, your boss, or his company, 
can obtain a card that may be used to charge tickets 
in any amount. 


By Rail: The railroads also have a credit plan. Rail- 
travel cards may be secured by individuals or by 
firms. No deposit is required when the credit rating 
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has been approved. Cards may be used for transporta- 
tion, Pullman charges, and meals and refreshments 
en route where state laws permit. Again, many hotels 
and auto-rental agencies will honor these cards. Billing 
is done monthly by the individual railroads, hotels, 
and/or auto agencies. You can get an application form 
from your local ticket agent or by writing to Rail 
Travel Credit Agency, Room 436 Union Station, Chi- 
cago 6, Illinois. 


By Auto: In addition, your boss can use cards if he 
travels by car or uses a rented car during part of his 
trip. 

If he has his own car, he should have a credit card 
from his favorite gasoline company. Probably he is 
already a member of the American Automobile As- 
sociation. But in case he hasn't yet joined, here are a 
few of the AAA services: special routing; a “Triptik” 
made up of strip maps; latest reports on road condi- 
tions, traffic; and weather; an Accommodations Di- 
rectory listing AAA-approved hotels, motels, and 
restaurants; an AAA Service Station Directory for the 
entire United States; twenty-four-hour Emergency 
Road Service; and advice about motor-vehicle laws in 
any part of the country. The AAA has travel counselors 
to arrange plane, ship, or train transportation, obtain 
tickets, and make hotel reservations. Many branches 
also provide bail-bond protection without charge up 
to $5,000; personal accident insurance; auto-finance 
advisory service when buying a car; and assistance 
in getting theatre tickets, hunting and fishing licenses, 
license plates, and drivers’ licenses. If you have any 
difficulty in finding your local branch, write to the 
national headquarters at 1712 G Street, N.W., Wash- 
ington, D. C. 

If your boss likes local automotive convenience, 
why not consider having a rented car waiting for him 
at the airport or station. Hertz, Avis, or National 
will rent him an auto on an hourly, daily, or weekly 
basis. This often means a saving in dollars as well as 
in time. In some areas he may not even have to return 
the car to the office where he picked it up. If he has 
business in another city, he may be able to deliver 
it there. Courtesy cards are available from the rental 
service or other credit cards may be honored by it. 
You may reserve the car either through the local 
rental office, or an airline or railroad ticket office. 


Hotels: A courtesy card that has been in existence less 
than a year and is already carried by more than one 
hundred and fifty thousand people because of its 
unique advantages is the Universal Travelcard. This 
card literally makes it possible to travel at a moment's 
notice without a nickel in cash. 

It was designed by the American Hotel Foundation 
as one streamlined card for hotel expenses, to elim- 
inate the need for carrying several cards from the 
different hotel chains. It is honored by the American 
Hotel Association member hotels in the United States, 
Canada, Bermuda, Puerto Rico, the Virgin Islands, 





and Hawaii, and arrangements are being made for 
its use in South America. It entitles the holder to 
charge all hotel services and—here is the special fea- 
ture—to cash checks up to $500, even if he is not a 
registered guest of the hotel. Wherever your boss may 
find himself, regardless of whether he intends to re- 
main overnight, he may obtain cash immediately at 
an AHA hotel by pulling this one little card out of 
his wallet. 

He may rent a car from Hertz, Avis, or National Car 
Rental Services or eat in any dining room of the 
American Restaurant Association—and charge it. If 
your boss is a woman, she'll find this a special con- 
venience when she entertains male business friends 
at meals. There'll be no fumbling for the check, no 
embarrassment, no exchange of money. All she need 
do is produce her Universal Travelecard and sign the 
check. 

As with the other credit plans, an itemized bill is 
sent monthly. Your employer may have one of these 
cards by paving an annual fee of $5. Membership is 
easy for anyone with a good credit rating. Application 
blanks are available at any AHA hotel, or write to the 
American Hotel Credit Corporation, Greenwich, 
Connecticut. 


Food: Another amazing little card is that given to 
members of the Diners’ Club. This may be used at res- 
taurants, night clubs, hotels (for room charges at some 
as well as for meals), motels belonging to the Congress 
of Motor Hotels, florists, auto-rental agencies, gift 
shops, and some gasoline stations. The boss can use 
it for overseas travel, food, lodging, and entertaining 
at any of the thousands of member establishments 
throughout the world. A single itemized bill is sent 
at the end of the month, and the membership charge 
is $5 a vear. To subscribe, write to the Diners’ Club, 


Inc., 350 Fifth Avenue, New York 1, New York. 


Traveler’s Checks: In addition to credit cards, your 
boss might like to carry traveler's checks. They may be 
used like cash anywhere; their value is promptly re- 
funded if they're lost or stolen; and they have no time 
limit, being valid until used. You may purchase 
them at a bank, Railway Express, Western Union, or 
Thos. Cook & Son, Inc. office. The charge is generally 
1 per cent of the amount purchased. 


Have Tips, Will Travel: Here's a tip to try when 
you're discouraged about getting your boss to a place 
called Anytown in a distant state. As you pore over 
schedules, you realize he could travel from coast to 
coast in the time it will take him to reach Anytown. 
Not quite! Pull out a map and note the nearest stop on 
a plane or express train. Why not route him there and 
then have him backtrack by local transportation? You 
may save him a whole business day. 

Do you occasionally get confused by regulations— 
many of them new—concerning reservations, confirma- 
tions, cancellations, and refunds? (Continued on page 50) 
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YUCCUMB TO THE SPELL of Venice! Breathe 
S the soft air of Paris in April! Take a tour of the 
southern lands of Spain, Greece, the Riviera!” 

Glowing invitations like these beckon from maga- 
zine pages and travel posters. But the-girl-with-a- 
job often feels that foreign travel is not for her. “I 
don’t have enough time to go to Europe on my two 
weeks’ vacation,” is a common complaint. Actually, 
that excuse isn't too valid in this age of speed, for you 
can eat bacon and eggs in New York and be in London 
in time for lunch. Another objection often runs some- 
thing like this: “That kind of travel costs too much.” 
{n ocean trip is expensive compared to a stateside 
vacation, but steamship companies and airlines are 
promoting budget-priced trips and pay-on-return ar- 
rangements. 

If you can’t manage an ocean crossing on your 
budget and if you dislike sight-seeing in a hurry, there 
is another way that you can travel. This method is 
much less expensive, and you can go almost anywhere. 
In fact, you—as a secretary—can unlock the gateway 
to the whole wide world with a key that is already 
in your hands. 

That key is your secretarial skill and experience. 
If you are adventurous enough to want to explore a 
place that is “off the beaten tourist tracks” and learn 
some of the customs and language of a foreign people, 
you can do as many young people have done. Find 
a job in a country that particularly fascinates you. 
On holidays and vacations from this job, you can take 
leisurely and inexpensive side trips to many places 
that the tourist never has time to visit. 

It is true that such jobs are limited. Finding one 
isnt as easy as applying at a local personnel office 
on Monday afternoon and reporting to a new job on 





have typewriter... 


BY RUTH BRUNER 
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Wednesday morning. But the necessary red tape is 
small bother for the rewards of seeing fabulous cities 
and colorful islands. 


A FEW YEARS AGO it was far easier to be placed with 
private firms that needed clerical workers in their 
foreign branches. Today, practically all companies 
hire their office help locally, although several oil com- 
panies have occasional overseas positions available 
that generally are given to their employees in the U.S. 
Naturally, you stand a better chance of landing a job 
in a foreign country if you can speak and write the 
language. (The study of some language might well be 
included in your own current improvement program. ) 

At least one oil company is presently recruiting 
stenographers, file clerks, accountants, and teachers 
for placement in Arabia. Stenographers and file clerks, 
who must be high school or business-college graduates 
with a minimum of three years’ experience, receive 
salaries of approximately $345 per month. Account- 
ants, who must have a college degree and some ex- 
perience, receive about $500 per month. In addition 
to the basic salary, all employees receive $200 as a 
generous monthly services allowance. 

The best source of jobs in foreign countries is the 
United States Government. The State Department, 
Army, Navy, and Air Force hire clerical and other 
specialized employees for such widely scattered places 
as Alaska, Panama, England, Italy, and the Philippines. 

General qualifications for employment with any 
branch include Civil Service status, although in some 
overseas areas, appointments are made that do not 
require Civil Service examinations. The applicant 
must also be a United States citizen, pass a physical 
examination and a loyalty check, (Continued on page 53) 
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BY MARGARET OTTLEY 
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How fast can you read shorthand? You can probably speed through this page, which is based on Chapters One through Eight of the Manual. 
This material is counted in groups of twenty “standard” words each, so that you can estimate your reading speed. 
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Comfort and streamlined tailoring are 
combined in a Sanforized canvas suit 
by Campus Casuals. In oyster white, sizes 
8-16. About $12. Available at the May 
Company, Los Angeles; and Bloomingdale's, 
New York. 
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A Swim in style with a one-piece 
Lastex swimsuit by Brilliont. Leafy 
embroidery ot the bodice 
emphosizes o slim waist; pellon- 
ined bra retains its shape per- 
manently. Sizes 10-18, 32-40. In 
rack, red, royal, and aqua. About 
“11. Available at Lit Bros., 
Philadelphia. 


B Perfect traveling companion— 
docron-and-Pima cotton blouse by 
Judy Bond. Washes in a wink— 
needs no ironing. In white and 
pastel shodes, sizes 32-38 

About $4. Available at Filene’s, 
Boston; G. Fox & Co., Hartford, 


Conn 


& Gay stripes of orange, aqua, 
and light beige set the pace 

for a fun vacation in a shirt 

of Alamac’s Lusterthal cotton 

knit. In smoll, medium, and 

About $4. The 
slacks, made of Alamac’s ever- 


large sizes 


9 aze cotton knit, come in 
izes 10-16. About $6. Avail- 
uble at Bullock’s, Los Angeles. 


D  Sanforized seersucker in pep- 
permint-stick colors is used by 
Graff of California in a well- 
toilored skirt-and-shirt outfit. 
Shirt, about $4; skirt about 

$6. Sizes 10-20. Available 

ot Olds & King, Portland, 

Ore.; Walker-Scott Co., San 
Diego 


E Sportempos uses Comosetta—a 
silk'ike viscose broadcloth, 

for a washable shirt. Sizes 

10-18, $5.95. In white and 

postel shades. Co-ordinated 
Jamaica shorts are made of 
viscose and cotton. Sizes 7- 

18, $8.95. Available at 

Shi'lito’s, Cincinnati. 
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What can I do about my | 


My face breaks out frequently. What causes 

*skin blemishes? 
A. The most common cause of a blemish is plain old 
dirt, be it stale make-up, soot, carbon-paper smudges, 
or invisible facial oils and perspiration. Frequently 
this “dirt” defies detection; our faces look clean 
enough. But if any pore-clogging accumulations are 
allowed to remain on the face, trouble is likely to fol- 
low. Though it is true that a diet of too rich foods, 
a series of late nights, poor elimination, or other 
bad health habits can produce skin blemishes, in- 
sufficient or ineffective cleansing attempts are most 
likely to be the cause of a poor complexion. 


Q. I use soap and water to clean my face. Isn't this 
good enough? 

A. No. Cosmetic manufacturers have developed new 
ways to make their products cling more smoothly 
and last longer; but, coupled with these benefits is 
the problem of more difficult removal. Soap and 
water alone simply won't do the job properly. 


Q. I use a cleansing cream or cream lotion. Will this 
clean my face properly? 

A. Most skin experts recommend that you first use a 
cream cleanser of some type and follow it with either 
soap and water or a skin-freshener lotion. If your 
skin is dry or delicate, soap may be too harsh. In this 
case, it's a good idea to cream-cleanse your face twice 
and to follow with a skin freshener that is designed 
for dry skin. 


Q. How often should I clean my face? 

A. Try to do « quick cleanup every time you change 
your make-up. (Even just dabbing off stale make-up 
with a wet tissue or your moistened fingers will help 





if you haven't time to do a more complete job.) Then 
do a thorough cleansing every evening, with a follow- 
up in the morning. For real peaches-and-cream results 
set aside some time each week to give yourself a 
thorough cleansing facial with a mask or grainy 
cleanser preparation that will rid the pores of deep- 
seated clogging deposits. 


Q. My skin is dry and flaky. What can I do to make 
it softer and more attractive? 

A. Dry skin is very delicate and needs plenty of pam- 
pering. You will want to guard against too much sun, 
wind, and even too much drying heat from radiators. 
An overly dry complexion may tend to wrinkle early if 
it is not given tender care. You will want to avoid 
soap. Creamy cleansers are kindest to your skin. 
Choose cosmetics that have sufficient oil in them to 
provide a protective film during the day. Cake make- 
up is not for you. Regular use of a lubricating cream 
will help keep your skin soft and lovely. Pay particu- 
lar attention to your smile lines, your forehead, and 
the area around your eyes. 


Q. I don't like to go to bed with cream on my face. 
Is it necessary to leave cream on overnight to lubri- 
cate my dry complexion? 

A. No. Actually, you obtain most benefit from the 
cream in the first’ ten or fifteen minutes after you 
apply it. The best time to use a lubricating cream is 
during your bath, when the warmth and steam will 
help the skin gain greatest benefits from the cream. 
Then you can blot off any excess that has not been 
absorbed completely. This method is, in fact, better 
than slathering your face with cream at bedtime. 
Your skin should be allowed time when it is not 
smothered by cosmetics to breathe freely. 
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BY HELEN WHITCOMB 


QO. My skin is oily. Should I use cream? 

4. You should use a cleansing cream or lotion that 
has a very light consistency. Be sure to follow it with 
a soap-and-water wash to remove any cream that 
might remain. Because your oil glands are overactive, 
vou will want to use only very light make-up and to 
clean your skin often during the day. If excess oil is 
allowed to remain on the skin, it acts like flypaper 
to catch dust and grime. If not removed frequently, 
these dust specks grow until they become full-fledged 
blackheads or cause infections that show up as blem- 
ishes. 


QO. Some parts of my face seem oily, some parts dry. 
Is this possible? 

A. Yes, the central portions of the face—particularly 
the nose and chin—are often oily, even though the rest 
of the skin is normal or perhaps a little dry. This type 
of combination skin is fairly common. Each section 
should be treated according to its needs. 


Q. My complexion seems rather sallow. What can I 
do to improve it? 

A. A sallow complexion may be due to any of several 
causes. Thorough day-in-day-out cleansing has a lot 
to do with keeping skin bright and fresh. In time, 
the true beauty of a complexion is dulled if it is not 
kept sparkling clean. But also important are sufficient 
sleep, fresh air, exercise, and good health in general. 
You will find that stimulating masks and facials de- 
signed to tone up the skin will help bring back a 
healthy glow. And, whenever you cream your face, 
give yourself a few minutes massage. This will wake 
up sluggish circulation and stimulate the blood vessels 
to do their own beautifying. Begin by stroking the 
cream upward on your neck; then work it gently from 









A If your skin is oily, 


a wee kly pac ial 
with a grainy ¢ leanser 
helps combat any 


budding blackheads 


B If your comple rion 
is dry, use dad 

creamy cleanser to 
preserec the delicate 
texture of the skin. 


your chin up along your jaw to your ears, then from 
your chin up and out over your cheeks to your hair- 
line. Glide your fingers up at the center of your 
forehead and then across. Rub with tiny circles on 
your nose and around your mouth. 


Q. My skin seems normal. Should I use a lubricating 
cream to keep it that way? 

A. No. If your skin is normal, let well enough alone. 
Overtreating it by using lubricating creams can only 
cause trouble. 


QO. My skin seems normal, but I'm getting little lines 
around my eyes. Should I lubricate this area? 

A. Yes. Almost all women over twenty-one (includ- 
ing those with oily skins) tend to develop tiny lines 
around the eyes. This area should be lubricated with 
a special, heavy, clinging eye cream. The pores in this 
region are almost totally closed and are not capable 
of absorbing regular lubricating creams. 


QO. What is the best way to get rid of pimples? 

A. You know the old saw about an ounce of preven- 
tion, which in this case is proper cleansing. But once 
you have a pimple, the best thing to do is to leave it 
alone. Use of a medicated lotion will hasten its de- 
parture, but never try to squeeze or pick at a pimple. 
You are likely to injure blood vessels and cause un- 
sightly red marks. 


Q. How can I get rid of blackheads? 

A. Again, cleanliness is the best preventive and also 
the best cure. In time, using grainy cleansers and 
cleansing masks will help work out blackheads. Don't 
be tempted to squeeze them. It isn’t worth the risk 
of the permanent damage that might result. 
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Isleta Blouse 


Here's a beautiful copy of the ceremonial 
blouses worn by the Indians at the Isleta Pueblo 
in New Mexico. Summery, hand-made lace in- 
serted down the front as shown on photo, and 
across the shoulders and down each sleeve in 
the back to the cuffs. Made of washable Spring 
Mill Broadcloth with 34-length sleeves. Pure 
black or white—specify. Sizes 10 to 20. A fine 
value at this price. 


EACH $6.95 POSTPAID 


Also available in sleeveless V-neck version (not 
shown) with lace insert V front and back, $3.95 each. 


Money Back Guarantee 


ENCHANTMENT SHOP 
In Old Santa Fe — Santa Fe 3, N. M. 





— ON 


FIRST QUALITY 


HOSIERY 
fl 


Reg. $1.50 


97¢ 


SPECIAL 
3 pr. $2.80 


GLAMOR SHEER 
60 gouge, 15 denier, 


dark or light seams 
OR 
WONDER WEARtNG BUSINESS 
WEIGHT 51 gauge, 30 denier, 
Sizes 81, toll. . 
tengths: Short (28” to 30”) Medium 
(31” to 32”) Long (33” to 34”) 
Extra Long (35” to 36”). 
Colors: Beige, Taupe, Brown Toast. 
20¢ Postage. 3% Tax in Calif. Mail 
Orders Promptly Filled. Satisfaction 
Guaranteed. Dept. TS-2. 
Write for free catalog. 














THE NEW RECORDS 


2 new elementary dictation rec- 
ords at 40 and 50 wpm are now 


available. See page 1. 











BOTTLETTES GENU 










IMPORTED FRENC 
PERFUMES 


Samples from world renowned Perfumers. 
Supply limited—this offer may never be du 
plicated at this low price. Order several sets 
NOW for GUARANTEED PROMPT delivery. 
PERFUME IMPORTERS CO.. p.o. Box 264 
Dept. P-182-D, Farmingdale, N. Y. 





Today’s Secretary 


Goes 































ou needn't be! Now you can 
remove unwanted hair forever 
— in the privacy of your home 


TROUBLED 
WiTH FS 


by thousands of women who 
UNWANTED have discovered how Mahler 
destroys the hair root perma- 
nently! By following our instruc- 
tions you, too, can learn to use 
the Mahler safely and effi- 
ciently! Positive money-back 
guarantee! Act today! 


MAHLER’S INC! 


DEPT. 857-F 
PROVIDENCE 15, &. 1. 








_ = 
Send 5¢ for illustrated l6-page 
booklet ‘New Radiant Beauty’! 


















A compact 2% gallon stow- 
away bag-——-one compart- 
ment keeps food hot or cold 
6-8 hours -another com- 
partment for bathing togs 
or plates 
Featuring: colorful blue- 
white-red seascape design: 
Fiberglas insulation; Koroseal 
ning and covering: can’t 
rust, dent, or chip; guaran- 
teed leakproof 
BUY YOURS NOW in time for 
beach party, or outdoor event 


POSTPAID—NO C.O.D. 


M. L. KLEIN CO., Dept. TS-1 
P.O. Box 461—Madison Sq. Sta. New York 10, N.Y. 


the first pi 


$5.95 





FREE 3 
PORTRAIT 
ENLARGEMENT, 

WITH EACH ORDER. 


ae WALLET 
PRINTS 











Seautiful portrait 

enlargement worth 

1%¢ FREE with 

your order for fa 

mous Roy Wallet 

Prints ordera'lyou 

need for swapping— 

perfect for job, 

school, passport, and 

ACTUAL SIZE a ; dentification, 
(2/" x 312") en picture or neg- 

ative with your or 

SATISFACTION ‘er Satisfaction 


GUARANTEED 


ROY PHOTO SERVICE, Dept. 53 
(P.O. Box 644, New York 1, N.Y.) 


guaranteed 








BOOK MANUSCRIPTS 


CONSIDERED 


by cooperative publisher who offers authors early 
publication, higher royalty, national distribution, 
and beautifully designed books. All subjects wel- 
comed. Write, or send your MS directly 
GREENWICH BOOK PUBLISHERS, INC. 
Atten: MR. BIDDLE 489 FIFTH AVE 
NEW YORK 17, N. Y. 
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—"5 ENGLISH vou sacks 


have helped thousands of men and women 
who have not had college training in English 
to become effective speakers, writers, and conver- 
sationalists. With my new C.l. METHOD you can 
stop making mistakes, build up your vocabulary, 
speed up your reading, develop writing skill, learn 
the “‘secrets"’ of conversation. Takes only 15 minutes 
a day at home. Costs little. 32-page booklet mailed FREE, 
Write TODAY! Don Bolander, Career Institute, 
Dept. 1455, 25 E. Jackson Bivd., Chicago 4, Hlinois 
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Be a carefree traveler—let “Portable 
Porter” solve your luggage problems. 
Suitcase rolls behind you on silent rub- 
ber wheels. Portable Porter has self- 
adjusting, nonslip handle, straps to 
luggage in a jiffy. Stays on, even when 
opening case. It saves waiting for por- 
ters and tipping; keeps luggage always 
in sight, thus reducing chances of loss. 
De luxe Saran straps come in brown, 





London tan, blue, maroon, and navy. 
Available for larger cases and small 
trunks also. A practical gift idea for 
your vacation-bound friends. 102-inch 
strap (standard model) is $5.95; 120- 
inch strap is $6.95. Both prices include 
postage. From Barry’s, Dept. P-12, 
Box 385, Boston 23, Massachusetts. 


Home manicures can be fun—and 
easy—with a “Manicur-ette” that elimi- 
nates fuss, muss, spilling, and smearing. 
Manicur-ette acts as a hand rest; ele- 
vate one finger at a time for polishing. 
Handy compartment holds all the items 
needed for in-between touchups or 





complete manicures. Fits on your lap, 
a chair arm, or any flat surface. Mani- 
cur-ette is made of durable plastic, 
beautifully styled and designed. A 


wonderful gift. Just $1.25; two for 
$2.25, all prices postpaid. From 


Chegwidden, Box 
Dover, New Jersey. 


182, Dept. TS-2, 
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Shopping 








Summer Carryall—a good-looking 
satchel of natural Mexican straw. It 
measures 20 by LSinches, is big enough 
to hold practically anything short of 
the proverbial kitchen sink. Fill it with 
vour beach gear, carry it on weekend 


jaunts, use it as a handy “extra” bag on 





your vacation travels. (It’s perfect for 
transporting souvenirs and gifts.) There 
are inside and outside pockets for small 
items you want to keep within easy 
reach. Satchel may well prove to be 
one of your most constant companions 
this summer. It’s $4.75, postpaid, from 
Greenhall, Dept. TS, 1133 Broadway, 
New York 10, New York. 


Pretty, well-groomed toes are a sum- 
mer must. Use this nail clipper to keep 
yours that way. The clipper is nickel 
plated, made by the world-famous cut- 
lery craftsmen of Solingen. There’s 





even a built-in receptacle to catch nail 
clippings. Opens easily for emptying. 
Nail clipper is unconditionally guaran- 
teed, priced at just $3.95, postpaid. 
From F.G. Busse, Importers, Dept. TS, 
Vineland 13, New Jersey. 


Good news for stocking wearers—a 
new nylon saver, Wearlon, that really 
works. Dissolve this chemical powder 
in water, dip nylons into the mixture 


LOSE WEIGHT— 
WHILE YOU SLEEP! 


Don’t let EXCESS WEIGHT hinder your social and business 
life. TRIM THOSE e-x-t-r-a POUNDS off your body—WHILE 
YOU SLEEP—with our revolutionary NEW secret method. 


NO CALORIE COUNTING—NO EXERCISING! 


R.W. of Toronto, Canada, says: “I lost 23 pounds in 2 short weeks.” 
J.H. of New York City writes:,“Your new scientific method took off 47 
pounds of excess weight. | now enjoy myself as never before, and find it 


easy to make new friends.” 


Take advantage NOW of the new, E-A-S-Y road to personal happi- 
ness aud success. Don't delay—in ONLY TEN DAYS you can have a new, 
TRIM FIGURE! FEEL AND LOOK BETTER! For complete kit. with 
fully detailed instructions, rush only $3.00 to Dept. 59, North-West Re- 
search Institute. South 11 Altamont Street, Spokane, Washington. 


LIMITED SUPPLY! 


YOU MUST BE COMPLETELY SATISFIED OR YOUR MONEY REFUNDED IN FULL 











A complete selection of 2 voice 
court reporter testimony records 
now available on phonograph rec- 
ords. See page 1. 








THE NEW RECORDS || | What ts Your’“|,Q,/“? 


AT LAST—you may take an approved, reliable 
adult intelligence test in home privacy and con- 
venience! Clear instructions, confidential report 
on completed test. Why guess? Others know. 
Information free. University Test Bureau, Desk 
D21, Box 401, Palo Alto, California. 


























ORIGINAL BLACK HILLS a 
GOLD EARRINGS “ee 


ek 
£ y Thor pe P 
= 5 

Semi Ocem Sette cle, ~~ 
GOLD EARRINGS designed by Thorpe ex- ; 
quisitely fashioned from Black Hills Gold / fae a a 
by master craftsmen who have worked in j 
gold all their lives. Soft sculptured grape \ 2! 
Clusters and leaves in green, red and , fs 
yellow gold produce an unusual design i Ri \ j 
of rare beauty. _ (4" » 


Send check or money order TODAY. — 
Specify screw back or plerced style, \ 


F. L. THORPE & CO. ; 
Dept. 12 Deadwood, South Dakota NEW PLASTIC 




















SHOWER HOOD 


with clear window gives full vision and per- 





101 Office Short Cuts 


Valuable as a dictionary is 
newly revised edition of test- 
ed tips compiled after 3 
years of research. ‘‘Best 
business book I've read in 


mits you to shower without damaging make- 
up or hairdo. Keeps water from your eyes 
and stops dangerous fumbling for soap and 
towel. $1.00, postpaid. 


UNIQUE GIFTS ..22.Jii he. 


22 years of teaching’ says 
Chicago Instructor. $1.98 


REAL NEW BOOKS 
Box 1432-T, GPO, NYC 1 
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alog of Unusual Items 


Dept. 8487 








Send for New, Free Cat- 


NEW! CLOSET 


HANG 
A 
CHAIN 


Our newest closet 
accessory, consisting 
of 8 three-inch hooks, 
hangs right from 
your closet rod to 
hold all the odd 
items which usually 
clutter up dresser 
drawers, etc... 
purses, umbrellas, 
belts, children’s 
clothes, anything at 
all. Chrome-plated 
and gift-boxed. Sat- 
isfaction guaranteed. 
Order # C 838. 


Just $2.00 frig 


DOWNS & CO., 


Evanston, Ill. 











PRAISE FOR YOUR FAVORITE COOK! 
I> 


She will love you for- 
ever when you give her 
this cute 4” sq. Ceramic 
Shadow Box. Yellow or 
Turquoise, with Gold 
Cord. Order any in- 
scription like HELEN 
COOKS THE BEST 
SPAGHETTI or ANN 
BAKES THE BEST 
CAKE. Perfect on 
er’s Day gift—and don’ 

forget DAD'S Day! Chef or Bar- $]. 00 
tender design, too! one 


LOVEBIRD SALT AND PEPPER 


Adorable ceram- 
ic Birds, beauti- 
fully hand deco- 
rated and person- 
alized with any 
two names. The 
just right gift for 
a couple in love. 


oe 
, 
~<& 
: Terrific as an 


‘Le added touch to the party table. 


STRATTON SNOW 
Dept. Delray Beach, Florida 




















THE SECRETARY’S 548 o:., giry 
CHARM BRACELET - 


Twelve accurate miniatures of the secretary's 
profession, each beautifully Hamilton Gold-Plated 
and guaranteed perfect. 


sharpener that turns, 


or money order NOW 


PERSONALIZED GIFTS COMPANY 
160 Fifth Avenue, Dept. 15-S, NEW YORK 10, N.Y. 


posture 


Charms include pencil 
chair that even 
swivels, typewriter, file cabinet, desk, telephone, 
time clock, stapler, adding machine, eraser, water 
cooler plus the inevitable Swiss cheese sandwich 
and coffee! Money back guarantee. Send check 





SENSATIONAL BARGAIN CATALOG 
SAVE MONEY —NATIONALLY KNOWN 
MERCHANDISE AT WHOLESALE 
SEND 25c—$1.00 REFUNDED ON FIRST ORDER 
Housewares, Apparel, Watches, Jewelry, Rings, 
Clocks, Appliances, Cutlery, Luggage, Leather Goods, 


Tableware, Novelties & Gifts for the whole family. 
WRITE FOR FREE CATALOG TODAY 


JAY NORRIS CO. 487-TS Broadway, NEW YORK 

















Dept. TS12. Box 182 


Miles-Per-Gallon Aluminum Calculator 
1$1.00,postpaid 


CHEGWIDDEN SPECIALTIES 
Dover, New Jersey 











for FATHER’S Day 
IMPORTED 


5-WAY TOOL SET 


It's a hammer, awl, 
punch, and two screw 
drivers—all in onel 
Tools fit inside han- 
die when not in use. 
Handle is 51/2” long. 
Finest quality Ger- 
man (Solingen) steel. 
Nickelplated. Ideal 
Father's Day Gift. 
Boxed 


Guaranteed! Ppd $ 
Send chk. or M.O 
G. BUSSE 


IMPORTERS 
VINELAND 13, N. J. 











THE NEW RECORDS 
2 new 45 rpm phonograph records 
containing the brief forms and 
phrases are now available for 
swift brush-ups. See page 1. 











SECRETARIES 


CONFIDENTIAL LOANS 


$50 to $300 on your signature only. 
Repay in small monthly payments. 
Details free—write today 
CHAS. D. JOHNSTON, Manager 
Brundidge, Ala. 








IS YOUR BLOUSE FOREVER 


“POPPING OUT’’? 


“MOBI's,”’ the instant-on, flat 
plastic anchors, hold your 
blouse secure inside your 
skirt for that neat, slim, trim 
look all day long. No matter 
how you twist or bend, your 
blouse stays right where it 





belongs. Easy to put on— 

easy to take off—won’t tear your blouse— 
nothing shows. Only $1.00 a set. Satisfaction 
guaranteed or money refunded. (No C.O.D.'s 


please.) 


VIA PLASTICS Philodeiphic. 3, Por 
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NEW SHORTHAND TERMS REPRINTS 


[_] Atomic Energy 
[| Banking 


[_] Import-Export 
[_] Radio-TV 
[-] Agricultural 
Each of the above lists contains 200 of the 


most-used industry terms. Printed on 8 x 11 
quality stock. 


Single copies—25c 
Complete set of 5—$1.00 


Send cash or check for full payment to: 


REPRINT DEPT., TODAY'S SECRETARY 


330 W. 42nd St., New York 36, N. Y. 
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after washing. Wearlon gives them 
strength and body, greater resistance 
to runs and snags. According to the 
manufacturer, nylons should wear up 
to eight times longer, fit better, too, 
after a bath in Wearlon. One package 
contains enough for 48 pairs of hose. 
Just $1, postpaid; money-back guar- 
antee. From Wearlon, Dept. 2, 24647 
Dartmouth, Dearborn, Michigan. 


Made for summer fun—hand-laced 
moccasins. They're fashioned from 
choice top-grain leather, have foam- 
crepe soles. Completely flexible for 
comfort, smartly styled for all casual 
wear. Perfect for picnicking, the beach, 
gardening, at-home lounging. “Sum- 
mer Mocs” are available in a wide 





range of sizes to insure perfect fit—3 to 
13, widths AAAAA to EEE (full and 
half sizes). Colors: smoke, white, red, 
brown. Price—$6.45, postpaid. Order 
direct from the manufacturer, Mocca- 
sin-Craft, 65-TSF Mulberry Street, 
Lynn, Massachusetts. 


All-in-one—toothbrush and_ denti- 
frice. “Dentifit” looks like a standard 
toothbrush, with long-life nylon bris- 
tles; but the hollow handle contains a 
four-week supply of dentifrice. A flick 
of the wrist releases just the right 
amount for a good cleaning and brush- 
ing. When the supply is used up, the 





screw-in handle is discarded and a re- 
fill inserted in a matter of seconds. 
Dentifit is perfect for travel, office, or 


school. Your smile will benefit from 
daily use of this device. Only $1.10, 
postpaid (including four-week supply 
of dentifrice ), money-back guarantee. 
Order from The Adams Company, 
Dept. D, 263 Morris Avenue, Trenton 
10, New Jersey. 
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had indeed been disappointing. .2- L 
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BY FLORENCE ELAINE ULRICH 


Director, Gregg Awards Department 


Viany fine positions of interest 


and opportunity await the 


young men and women tu ho are 


eraduating this month and next. 


THE CERTIFICATE OF 
VOCATIONAL COMPETENCY 


NLY A FEW MORE WEEKS 
remain for you to practice the 
secretarial skills that will make you 
eligible for the attractive Certifi- 
cate of Vocational Competency. 
You will be proud to be presented 
with the diploma _ beautifully 
engrossed with your name, as evi- 
dence of your superior accomplish- 
ment in school. The Certificate of 
Vocational Competency represents 
an accomplishment that will en- 
courage a prospective employer to 
offer you a better position. 
In order to be eligible for the 
Certificate of Vocational Compe- 
tency you must have: 


a. Membership OGA Award 

b. Junior OAT Award 

c. 30-Word Typing Speed Cer- 
tificate 

d. 60-Word 
Award 


Shorthand Speed 










ave fold tray 





e. 40-Word Typing Speed Cer- 
tificate 

f. 80-Word 
Award 

g. Senior OAT Award 

h. 100-Word Shorthand Speed 
Award 

i. 50-Word Typing Speed Award 


Shorthand Speed 


VOCATIONAL COMPETENCY in short- 
hand requires that you transcribe 
dictation accurately and rapidly, 
for the finished letter is the testi- 
mony of your proficiency in a busi- 
ness office. Therefore, if you are 
experiencing difficulty in reading 
and transcribing your notes rapidly 
and accurately, examine your short- 
hand outlines. Be certain that you 
are writing them with reasonable 
accuracy for fast reading. Time lost 
in transcribing may not, however, 
be due to faulty reading of your 
notes. Perhaps you hesitate over 
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spelling, division of words, or punc- 
tuation. 

You can correct any or all of 
these faults by yourself. If you ex- 
perience difficulty in spelling and 
dividing words correctly, you may 
want to obtain a copy of an inex- 
pensive little volume called 20,000 
Words, by Louis A. Leslie. You will 
find this book in any bookstore, or 
you may obtain it through your 
teacher. It contains the spelling and 
division of 20,000 useful words in 
large, readable type. Also included 
are punctuation rules. 

You may be inaccurate at the 
typewriter, and the errors you make 
may require too much time to cor- 
rect. This could happen if you are 
daydreaming instead of giving your 
full attention to the job of turning 
out transcripts! 

If you make too many errors or 
have difficulty in increasing your 
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typing speed and accuracy, obtain 
a copy of Typing Drills, by Lloyd, 
Rowe, and Winger. This book is 
complete with typing problem drills 
helpfully indexed for quick refer- 
ence. It includes 80 typing prob- 
lems for which corrective drills are 
provided. 

When taking dictation, if you 
encounter words that are unfamiliar 
to you and slow down your dicta- 
tion speed, obtain a shorthand dic- 
tionary. Beginning with the first 
page, write every outline in the 
book! You don’t need to worry 
about whether you remember all 


OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 
in narrower columns: 
either blank or ruled paper. Shorthand 


you may use 


notebook paper is fine. 
Your writing may earn you a 
Junior OG A certificate or pin. 


OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material. 

you will get the 

Senior OG A certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 


the words or outlines. You will get 
writing practice on a large vocab- 
ulary and you cannot help but ben- 
efit from this practice. 

The true purpose of these sugges- 
tions is to help you get out of a rut 
by stimulating your mind and mak- 
ing your hand more nimble. Try 
them, if you need a brush-up in 
shorthand and typing to reach a 
higher level of skill. 

If you plan your work so that you 
can obtain an attractive certificate 
and/or pin as you strive for pro- 
ficiency, the practice will be inter- 
esting. 





The fee of 50 cents that must 
accompany each specimen of notes 
for the Certificate of Superior 
Merit covers the cost of making a 
careful examination of your notes 
and giving detailed criticism on 
papers that do not qualify and are 
returned to you for further prac- 
tice. Many hundreds of shorthand 
writers will have earned this Supe- 
rior Merit Certificate on the speci- 
men submitted for the OGA 
Contest just closed. Perhaps, if you 
entered the contest, your notes qual- 
ified, too! We will tell you who 
the contest winners are next month! 
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effect. 


[Current Date} 


Words 


Mr. William Murray; Miller’s Department Store; 9 
402 Myrtle Avenue; Providence, Rhode Island. Dear 19 
Mr. Murray: Here is the copy that we have prepared 29 
for the stuffer on your furrier service. With the tem- 40 
peratures up in the nineties all last week, I think I’d 51 
like to get myself into cold storage forthe summer! _ ¢2 

Getting back to the enclosed copy, you will note 72 
that we are not putting much copy onthe front ofthe 33 
stuffer. The reason for this is that the type will be 9% 
set in arather large size. If you willrefer tothe layout 106 
that I sent you last week, you will see what I mean. 117 

Also, we are planning to print the stuffer on 12 
colored paper similar to that used in the layout. We | 137 
decided on the green because it has a nice, cooling 147 


If the copy meets with your approval, let me 158 
know and I'll get it off to the printer right away. 168 
Cordially yours, Henry L. Marsh. 175 

P.S. Does the print order of 5,000 still stand? We 185 
are mailing out 4,000 to your customer mailing list, 196 
and I think you said that you want to use an extra 206 
1,000 in your store. HLM 211 








Ce 





front of stuffer) 


DON'T TAKE CHANCES... 


_ 


HE 
STORE YOUR FURS IN be (picture 


COLD, AIR-CONDITIONED 
FUR VAULTS AT MiccLeR’s 


goes here) 


(back of stuffer) 


out 
Or vantages of Miller's Furrier Service— 
1. Modern vaults--humidity and temperature controlled ! 
2. Each piece of fur is examined by our master furriers! 
3 


= 
Fach coat is insured--wefisend you a receipt within 
5 days! 


4. The vaults are purified to provide yew complete 


/ 
moth Whotectio : at 
airing, remodeling, and 


\5. dope furrier service--rep 


expert cleaning’ serytee 


PHONE! Nightingale 6-9300-1. A bonded messenger will 


call for your furs. t ten 


MAIL! Fill in,coupon below and mail today. 


COME IN! rs your furs in person to our{storage vaults 
on third floor. 


5 


MILLER DEP/T.STORE, 402 Myrtle Avenue, Providence, R. I. 
a a 


ths 
Please call during week of 




















Name Phone 
Address Apt. 
City Zone State 
he 
Coat Yaluation Account No. 
I WOULD LIKE MY FURS CLEANED AND GLAZED Yes [7 No /7/ 
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OAT 
SUNIOR 


To qualify for an award, this letter 

must be: (1) well placed, (2) neat, 

(3) indented uniformly throughout, 

(4) correctly spelled and punctuated, and 
(5) ace urately typed no strikeovers 

or typographic errors. Leave a blank 

line between paragraphs, even in 
single-spaced material. 


Practice the letter as often as you wish. 
Submit your best specimen for an award. 
You may use either plain paper or 

a letterhead, whichever you prefer. 


The word count will enable you 
to check your production time; however, 
this is not a speed test. 





TO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
12 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award. ¢ Be sure your name 
and address appear on your paper. 
* Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. ¢ Test ap- 
plications received without fees are 
held thirty days only. © May copy 
is good as membership tests for OAT, 
CT (page 40), and OGA awards un- 
til June 20, 1957. 











OAT 
SENIOR 


(rrange this copy so that it will 

he displayed attractively and 
effectively. Be sure to make all the 
corrections indicated on the page. Lise 
a full sheet of plain paper for 

the Senior Test. 


Both the Junior Test (above) and 

the Senior Test (alongside) must be 
submitted to qualify for the Senior 
Award. 

Both tests may bé retyped as 

often as you think necessary to produce 
your best work. 


39 

















MAY CcCoOoMPETENT TYPIST TES T 
To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 
speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. 

(This copy should be double spaced.) Words Words 

Jane had dreamed, all the years of 7 and cotton frocks for girls and women. 345 
her gay young life, of going to visit her 15 Overalls, jackets, aprons, and bathing 353 
uncle. Uncle Harris was her favorite 23 suits were all displayed together. Next 361 
relative, who ranastoreina little coun- 31 to the wearing apparel were two tre- 368 
try village in the mountains. He had 39 mendous sacks; one contained corn 375 
owned and operated this village store 47 meal and the other flour. Jane had 382 
for forty years. Jane hardly knew her 5 never seen such enormous sacks. She _ 389 
uncle, except for the nice things her _ 62 could not help wondering who would 396 
mother told her about him and the ex- 69 purchase so much flour at onetime. She 404 
citing presents he sent her every’ i did not know that some of the moun- 411 
Christmas. 78 tain families came to do their market- 419 

Jane lived in a big city, where she 85 ing just once every month. 424 
and her mother shopped in the most 33 The counter, behind which her uncle 431 
modern grocery stores and department 100 sat, was stacked with miscellany, from 439 
stores and clothing shops. The young 108 pure lard to hairpins. Directly above 447 
girl did not know that a business could 115 the counter was a rope, stretching the 455 
exist in one room and sell everything 123 entire length of the store,on which were 463 
from soup to shoelaces. Jane decided, 131 hung a variety of things that might ap- 471 
during one summer vacation, to visit 138 peal to the customers. Some of the ar- 478 
her uncle. She made her first train trip 147 ticles she saw there were a wicker 485 
alone, riding five hundred miles. 154 basket, a horse collar, a cotton sack, a 494 

The young girl was really amazed 160 rabbit trap, and several shovels. Behind 502 
the following morning, when she went 168 this rope were shelves containing jars 510 
to see her uncle at his store. In one cor- 176 of candy. 512 
ner stood a small table, heaped high 184 Jane found many things during her 519 
with bolts of printed cotton and percale. 192 short stay that filled her with wonder. _ 527 
Inserted between two of the bolts was 200 No customer ever watched her uncle as _ 535 
a simple white marker with the price of 208 he weighed or poured or measured his _ 542 
the yard goods written on each side of 216 merchandise. Everyone had implicit s49 
it. Nearby was a square wooden box, 223 trust in him. In his store a yard was _ 557 
almost completely filled with a jumble 231 always measured an inch long rather 564 
of notions—snaps and buttons, needles, 239 than an inch short. Her uncle told her 572 
thimbles, and spools of thread. In 26 that he felt he could prosper, even 579 
this box another white marker notified 254 though he allowed his customers a lib- 587 
customers that they could have their 21 eral measure. | 590 
choice of any item for five cents. Along 270 Uncle Harris was a relaxed and satis- 597 
one wall Jane saw bushels and bushels _ 277 fied man. He never solicited a sale, but 605 
of potatoes. At home she had seen 284 showed all the customers courtesy and 613 
many small brown mesh sacks of pota- 291 respect. He was never too rushed to 620 
toes, but she had never seen so many 299 give careful attention to each person 628 
potatoes in one place in her entire life. 307 that came to the store, regardless of 636 

Standing against the back wall wasa_ 315 whether or not they bought anything 643 
long rack on which were hung gar- 321 from him. He was certainly not a lazy 651 
ments of various sizes and descriptions. 329 man; he kept the store spic and span. 658 
There were trousers for boys and men, 337 


(Repeat from the beginning to complete a ten-minute test.) 


Written especially for Gregg Awards candidates by Ethel Hart 
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GIRL OF THE CENTURY 


(Continued from page 15) 





partment. “Enjoy is, unfortunately, the right word,” 
she sighs. “Those menus are ruining my figure.” 

At about eleven o'clock she retires for the night, is 
interrupted only for rare emergencies. She’s up and 
out at 5:45 (now Central Standard Time ) to dispatch 
telegrams at Elkhart, Indiana, and again tour the 
train with a woman’s eye to see that everything's ship- 
shape. By 8:45, she’s typed a trip report and is saying 
good-by to passengers in Chicago. Then she’s off duty 
until the return trip at 3:30 that afternoon. 

Weekends, there’s an overnight stay in Chicago. 
For the Century Girls, the railroad maintains a perma- 
nent room at a fine Chicago hotel. Their time in 
Chicago is their own—they catch up on sleep or use 
their off-duty hours for shopping, sight-seeing, or 
visiting friends. Then it’s back to New York on a 
completely new trip with new experiences. 

“This is one of the things I like best about my job,” 
says Sheila. “Since each trip is different, I actually 
look forward to going to work and never have the feel- 
ing that I’m stuck in a humdrum job with the same 
dull routine day after day.” 


AMONG SHEILA MURPHY’ favorite experiences is this 
one: She took time out of one introduction tour to 
help an elderly woman unpack. The woman was 
bubbling with some secret delight, and finally she 
could contain it no longer. She told Sheila, “The most 
wonderful thing happened to me this morning. I saw 
Imogene Coca and said hello to her. And she actually 
stopped to talk with me. It was so thrilling to find a 
celebrity who was pleasant enough to converse just 
like anybody else!” 

Sheila, a Coca fan herself, congratulated the pas- 
senger on her good fortune, finished unpacking, and 
continued on her tour. In the next compartment she 
visited was—yes—Imogene Coca. 

Celebrities, as you might expect, are not unusual 
among the 20th Century's passengers. Industrialist 
Charles E. Wilson, actresses Bette Davis and Jennifer 
Jones, and other leading figures from the world of 
sports, entertainment, and big business have appeared 
on Sheila’s recent passenger lists. She comments, “Ce- 
lebrities seem to be more self-sufficient than other 
people. They keep to themselves and rarely call on 


me for service. They're most courteous and pleasant” 


to talk to.” 

But, then, Sheila has never met a passenger who 
hasn't been pleasant and shown interest in Sheila’s 
job. Well they may, for at present it’s a one-of-a-kind 
job; the 20th Century is the only train with secretary- 
hostesses aboard. But since the program—just one 
year old this month—has been a great success, more 
trains will probably adopt a similar plan. 

Sheila, for one, sincerely hopes so. “My job is so 
much fun,” she says, “that I'd like lots of other girls 


to have jobs they enjoy as much as I enjoy mine.” 


SHEILA BEGAN HER PREPARATION for her fascinating 
job when she attended New York City Community 
College in Brooklyn. Her two-year course—including 
typing and Gregg shorthand—had prepared her to be a 
medical assistant. And that she was, for two years 
following her graduation. But she'd been working and 
studying for a long time—working during high school 
and college vacations as everything from salesgirl to 
telephone operator to clerk to baby sitter. When she 
obtained a full-time position, she took night courses 
at Brooklyn College. But Sheila soon began to feel that 
it was time for a change and some adventure. She 
quit and took off for Florida in her red-and-white Hill- 
man convertible, affectionately called “The Monster.” 

Back from the long southern vacation, she thought 
she might go South again and find a job there. What 
stopped her was an enticing want ad in a New York 
newspaper. It called for “trained secretaries” and 
offered a monthly salary of $355. She applied, and 
after almost a dozen screenings and interviews, she 
was hired—as a Girl of the Century. 

After a_ six-week training course—in which she 
learned railroad history and mechanics, New York 
Central geography, timetable reading, trip planning, 
and first aid—she was ready to don her uniform and 
board the 20th Century Limited as one of the first 
six secretary-hostesses in the country. 

Her salary is as good as the want ad’s word—and 
better. Among the benefits of her job are automatic 
semiannual raises of about $5 a week. In addition, 
the railroad volunteered a $5 increase recently. This 
brought Sheila’s salary up to a handsome $85 a week, 
plus expenses paid for meals and transportation in 
Chicago, and for uniform cleaning. 

Another benefit added to the usual hospitalization, 
two-week vacation, and group insurance, is free rail- 
road fare whenever she wants to take a train trip on 
her own. Since she wears the fraternity pin of a Syra- 
cuse University architecture student, and since Syra- 
cuse is a New York Central stop, Sheila makes frequent 
use of this privilege. For most other vacations, how- 
ever, she sticks to The Monster—“just to keep it in 
running order,” she says. 

About the future, and that twenty-six age limit on 
her job, Sheila isn't worried. “I hope to be taking my 
own children on train tours by then,” she smiles. “And, 
if I'm not, I'm sure the New York Central will find 
me an office job suitable to an old lady of twenty- 
six.” 

In the meantime, she’s enjoying life in Brooklyn 
with her parents and a baby niece and nephew who 
are living with them. “I never realized children could 
be so much fun,” she remarks with that hopeful look 
in her eye. 
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After a busy eight-hour working day, Jane Baxter paler fone trick 
riding for the rodeo tans. When she first practiced this trick, her hus- 
band, Don, rode with her—he also breaks the horses she will ride. 


Janie checks the papers of the cowboys before the Friday night rodeo. 
Her diversified secretarial duties include keeping the records of their 
scores for the end-of-the-month prizes and computing the payroll. 
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Gets the \*_f48 
onthe cleaner instead 
of your fingers 


AW.FABER 





@ 


The dirtiest job a Typist has to do— 
cleaning the keys on her machine—is 
a breeze when she uses the new 
AW. Faber Plastic Type Cleaner. 


It comes in individual strips. Just place 
a strip lengthwise across the keys, 
press firmly, then lift off. Repeat ap- 
plication over entire type area. Then 
toss the dirty strip into the basket. 
Next time use a fresh strip. 


No unpleasant fumes. No working 
with a big, messy ball of gook. 8 
strips for 8 cleanings. Saves time, 
keeps fingers clean. 


Get a box today. But don't let any- 
one talk you into buying a substitute. 
Look for the AW. Faber label. 


A.W.FABER-CASTELL 


PENCIL CO., INC. NEWARK 3, N. J 





Words 


(Key to teasers on page 22) 


THEY RHYME WITH “HORSE” 


1. coarse; 2. source; 3. force; 4. hoarse; 
5. divorce; 6. course; 7. indorse; 8. re- 
source; 9, remorse. 


SPECIAL MEANINGS IN PHRASES 


l. to account for, for the account of, 
of no account, on account, on no account, 
take into account, turn to account. 
2. give place to, in place of, 
place, take place. 
3. play off, play out, play down or play 


out of 


down to, play up or play up to, a play on 
words, play into the hands of, play at, 
play around. 

4. give back, give in, give off, give out, 
give give give over, give a 


away, up, 


piece of one’s mind, give a good account 
and take, ground, give in to, 


ive 


ot, give give 


give place to, rein to, give rise to, 
give voice to. 

5. out of, out to, out for, out with it, 
out at the elbows, on the 


out, out from under, out of date. 


outs, out and 





MAKING 


VERBS 


1. acquire; 2. unite; 3. clothe; 4. refuse; 
5. bargain; 6. concede; 7. defend; 8. em- 
phasize; 9. hesitate; 10. boycott. 


WHEN “E’S” ARE NEEDED 


1. sensible; 2. noticeable; 3. judgment; 
grievance; 6. liveliness; 
dining; 10. 


4. courageous; 5. 
7. likely; 8. changeable; 9. 
managing. 
ACCURATE REFERENCE 

(Typical Improvements ) 

1. The detective followed the suspect 
into the store and saw him mingle with 
the crowd. 

2. The 


visor, “May my 


stenographer asked her super- 
unfinished work be left 
on my desk?” 

3. Our textbook contains the statement 
that... 

$. When Susan received all A’s and B’s 
at the end of the her father and 
mother were greatly pl ased, Or: The A’s 
and B’s that Susan received at the end of 
the term pleased her father and mother 


term, 


very much, 
5. The judge s (or committee or some- 


one in authority ) say that... 





)) 
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The 
Favorite 
“Red Head” 


in every 
Office 
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For the benefit of 
Secretaries who 
prefer a soft red 
typewriter eraser in 
a more convenient 
shape, A.W.FABER 
has produced 
EraserStik 7066 
and 7066B. This 
completes the 
EraserStik service 
which has changed 
America’s erasing 
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Whatever your preference 
—either our all-utility 
gray EraserStik (7099 

and 7099B) or our 
gorgeous new Red Head 
— you now can have s— 
the convenience and 
the efficiency of the 
better, modern erasing 
method—the EraserStik 
method. 












Your Dealer carries 
both styles. 


A.W.FABER 


CASTELL 


PENCIL CO., IN 


e NEWARK 


















(COLORED SIGNAL CHANNELS ARE) 
POSITIVE REMINDERS 








t YOU 


NEED THIS BUSINESS SAFEGUARD— 


to fu.low up “time due’’ records such as purchase orders, 
collections, insurance, contracts, quotations, production 
schedules, etc. Green signal channel for the months—red 
signals for the day. 








SMEAD MANUFACTURING CO., INC. 


HASTINGS, MINNESOTA 





“Thin i the pameil fr vel 
SEMI- HEX 


with NEW 
LANOLIZED 
LEAD 


. . . You’re bound to say 
this about Semi-Hex with 
new LANOLIZED LEAD 
. . . first time you try it. 
Because you'll discover that 
here is the smoothest office 
pencil ever .. . perfect for 
shorthand and general 
office work. 





a 
©) 


CARBO—WELD 
LANOLIZED LEARO 


Make the test . . . on an 
unconditional money-back 
guarantee. Get Semi-Hex 
with new LANOLIZED 
LEAD today! At leading 


stationers. 


GENERAL'S - 


Write us, Dept. S, for a free trial pencil, 
naming your favorite degree. 


5 Degrees: 1-2-2-2/4-3-4 
Fine Pencils since 1889 


GENERAL PENCIL COMPANY 
Jersey City 6, New Jersey 














SOMETHING FOR THE BIRDS 


(Continued from page 36) 
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easy | 


»-- like peeling a banana! 
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New AVETY cen-aanesive 
file folder labels 


faster+neaters+ cleaner 


Why monkey around with old-fashioned 
stickers when these new Avery 
self-adhesive file folder labels 
turn the trick so handily? 
Easy to type in sheet form with 
margin and centering guides, 
these time-saving, color-coded 
Avery Labels cut clerical costs, 
are self-adhesive ...with 
nothing to wet or moisten... they 
go on at the touch of a paw... 
neatly, firmly, and swiftly. There’s 
a moral to this tale of the business 
jungle. If obsolete stickers have you 
up a tree, swing to Avery. Identifying 
file folders with the new Avery 
self-adhesive Labels is easy... 
like peeling a banana — in fact 
easier. Try ’em soon. 





available in 10 border colore 
plus plain white... 

248 labels per box —31 sheets 
of 8 labels each. 


Rolls right on file tab without 
peeling or popping. 





These NEW AVERY file 
folder labels are available 
at all stationary dealers. 
Ask for them TODAY! 





AVERY ADHESIVE LABEL CORP., Dealer Div. 152 
117 Liberty St., New York 6 + 608 S. Dearborn St., Chicago S$ 
1616 So. California Ave., Monrovia, California 





free <<" 
samples 


\ 


Offices in Other Principal Cities 


Please send more information and tree samples of Avery 
self-adhesive file folder labels. 





Discover their / 
utility and 
economy yourself. 
Just send this 
coupon for your 
free samples 
today. 


company 


address 


; my name position 
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TYPISTS! 
STENOS! 


SEE AMERICA 


working for 


MANPOWER Inc. 


Our work-travel 
plan allows you 
to travel to over 
100 cities and 

work as you go. 





Use coupon 
below for details 


manpower, inc. 





Manpower, Inc., 820 N. Plankinton Ave. 
Milwaukee, Wisconsin 

Please send me descriptive literature 
on your work-travel program. 


Fe icine shiecensonstenuunindlap sitions 


Address 


City Stote 


Here’s Controlled 
SPEED-ERASING! 
The Wood-Case Eraser 


You've Really Been 
Looking For! 







—— 


pencil size; thin, hexagonal shape 


made to fit comfortably in your hand 


balanced control, for clean, fast 


erasing 


cleanly erases sentences. words and 


even single letter 


sharpen with a knife or pencil sharp 
enet is eu sharpen your per 
2 STYLES 
No. 3650 GRAYPOINT 
with attached whisk 
No. 365 GRAYPOINT 
without whisk 
Ask vour stationer or ofice mar 
these Weldon Roberts Erasers. Ge 
today! 
WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 
. W orld’s Foremost Eraser 8 


Waldon Roerts | 
Gnansaus 


Correct Mistakes in Any Language 





« cae #1, — i* ~ 
Laon. Patents Gaerne 
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SWEAR WORD 
FINES 


ACTO wetes Keer 
THIS BOX empty 








Boy! The things that can happen in 
an office to make you swear!—Lost letters, 
mis-filed reports, mis-laid sheets, a file folder 
that spills its contents, papers blown about 
by drafts, knocked off desks, mis-handled or 


destroyed. 


Why pay penalties for such misfor- 
tunes? Do away with them! Start Accobind- 
ing! That's the binding-filing-safe-keeping 
system that keeps all related papers together 


as long as you want them. 


Accobind Folders and Accopress 
Binders are available in sizes to fit all your 
filing needs — and they last for years. Ask 


your stationer to tell you more! 


ACCO PRODUCTS 
A Division of NATSER Corporation 
Ogdensburg, New York 


In Canada: Ac:o Canadian Co., Ltd., Toronto 
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V to a desk 


speeds efficiency—ups morale 


BOSTON CHAMPION 


PORTABLE PENCIL SHARPENER 


now in decorative green, blue, sand-tone, and 
gray colors 


e sharpen pencils at desk—fast—no 
more sharpener searches 


@ saves much more in time and effici- 
ency than actual cost in brief period 


e a low-cost quality item that helps 
desk workers feel more important 


Send for free comprehensive report on sharp- 
eners, Booklet Y, 


C. HOWARD 


HUNT 


PEN CO., Camden 1, N.J. 
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TACT 


(Continued from page 5) 





trained to be courteous and polite 
regardless of how frustrating the 
circumstances—they blow their tops 


‘ when they return to the office. Who 


hears them out? 
them? My 
course. 


Who __ placates 
tactful secretary, of 


In other instances, strangers who 
haven't previously called for an ap- 
pointment come to the office and 
ask to see me. Once again, my 
secretary must exercise great tact. 
She has to discover the individual's 
reason for calling in order to decide 
whether | should see him. 

It takes skill to accomplish this 
without giving offense. More im- 
portant, when she has to bar the 
door to anvone, she must be more 
tactful than ever so that he does 
not go away angry. 

Is tact something you're born 
with? I don't think so. It’s a char- 
acteristic anvone can develop if he 
remembers one thing: put vourself 
in the other fellow’s shoes. Con- 
sider how you would like to be 
treated in the same situation—and 
take off from there. 

Actually, a secretary is a good- 
will ambassador. By using tact in 
all her contacts—whether by mail. 
on the phone, or in person—she can 
build good will for her boss, her 
company, and for herself. And, in 
the final analvsis, good will is the 
cornerstone of success. 





ASK THE EXPERTS... 


(Continued from page 8) 





but it is not the general prac tice. In most 
law offices, all pages except the signature 
pages of legal instruments are numbered 
at the bottom. 

An exception is made in the case of a 
will. The last page of a will is always 
numbered, and the number of the pages 
in the will is referred to in the body of 
the will. 


Q. I have occasion to write to the Young 
Women’s Christian Association. The let- 
ter goes to the Board of Directors, some of 
whom I am sure are men. Still, the saluta- 
tion Gentlemen does not seem correct. What 


would be the best policy to follow? 


A. Since you are writing to an associa- 
tion the name of which contains the word 
Women’s, we recommend that you use the 
salutation Mesdames. If, however, you are 
sure that the Board consists of both men 
and women, Gentlemen is correct. 








Continued from page 44 
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Nilkee- 
Lox 


ibbons 


Designed to 
make a good 


impression 





you prefer... 


BECAUSE THE BOSS JUDGES YOU by the letters you give him, isn’t it 
aggravating to have your typing skill frustrated by a ribbon that doesn’t do 
you justice? This won’t happen if you use a SilKeeLox ribbon. And the one 
who receives a letter typed with a SilKeeLox ribbon will think well of the 


company and the man who sent it. 


But the attractiveness of your work is only one of several reasons for using a 
SilKeeLox ribbon. The fineness of the fabric which means better originals 
also means better carbon copies. The same fineness 


of fabric permits 50% more yardage on the spool— 





hence much longer wear and fewer 


ribbon changes. 


We suggest you try a SilKeeLox rib- 
bon... in just the degree of inking 
. and discover for your- 


self why this Silk ribbon by Kee Lox a 


is indeed the Ribbon of Ribbons. “>=: a <—F 


Distributed by hee Lox branch offices in 


: The Secretary: The First Lad 
major cities and by authorized dealers. ' y 


of Industry and Commerce 


KEE OX, MANUFACTURING COMPANY | Dept. 15-59 


Carbon Papers and Inked Ribbons Rochester 1, N. Y. 


OVER 50 YEARS OF GOOD IMPRESSIONS 
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Where is it? VS. 


Here it is! 





LET Graffco SIGNALS 


HELP YOU CARRY THE LOAD [yeu 


Nu-Vise Meta! Projecting 
Signals for “Vertical” Records 


Chemical te 





Every day goes smoother when you 
rely on 


woe ee 
9677/ , 


Graffco Signals and Maptacks. te ‘cu, 


Always there to remind, alert and point os es Lf 
the way. 

And there is the right kind and color 
for every possible need. See them all by 
writing for free color folders on Graffco 


3 
Graff co 


eT 
Nu-Viz Metal Signals 
for “Visible” Records 


—_—_-— — 
g/2 -_ 
aco YS 
-4 ‘ 
Johne : s $ 
b =" 


a 
Cellugrat Transparent Signals 
for “Visible” Records 





Products. 


At your Office Supply 








Dealer ... or f we ~ 
GEORGE B. GRAFF 8 tata 

COMPANY SIGNALS -— 
54 Washburn Avenue an ares ot Wm 
Cambridge 40, Mass. noon | tatu ad Cas — 













WALLET SIZE 


PHOTOS 


. $10 PLUS 10¢ 
SHIPPING 


SIZE: 242 x 342 






SAMPLE.“ 
RESUME = 


Here’s the PHOTO 


. . 
secretaries everywhere are using 
You receive free, three full pages —a one page sample resume and 
two pages of instructions, to help you prepare resume to use with wallet 
photos. Order extras at same time for gifts — relatives, family, friends 
and identification. Your original returned unharmed with 25 special 
quality 2% by 3¥ silk finish, double weight photos plus resume. 

You'll love your pictures or money returned. 


| | APPLICATION PHOTOS, Dept. 34 25 | 
Box 271, Salem, Mass. | 

| We enclose portrait or photo and $ for = FOR 

| wallet photos and free sample resume and instruction sheets. $1 | 

| NAME a a ____FROM| 
ADDRESS one 

| = : a a ee -pose | 

y CITY a ack» l 


Printed nam und address assures faster service 


ad 








TRAVEL WITH EASE 


(Continued from page 24) 





By air, most coach flights are still, “ 
served.” 


First come, first 
All first-class flights are on a reserved-seat 
Reservations will be held for a definite time 
limit, as agreed to between you and the airline. The 
same rule applies for railroad accommodations. 

In addition, 


basis. 


the airlines request confirmation of 
space on a continuing flight for a return trip. The 
railroads don’t require this, but there are penalties 
unless cancellation rules are followed. If you cancel 
Pullman space twenty-four hours before train time, 
you can get a full refund. If vou cancel four hours 
before departure, you can get 50 per cent refunded— 
but it'll be harder to get. You ll be given a code num- 
ber at the place where you bought and 
your space. The 


cancelled 
code number and the date of can- 
cellation must be written on the back of the ticket 
and mailed to the Pullman Company, Chicago, II- 
linois, in order to get the refund. If you don’t cancel 
at all, you get no refund on Pullman space. You can 
always get a refund on anv unused railroad ticket. 

The airlines will give a full refund for unused first- 
class tickets whether cancelled or not. Coach fare is 
refunded if cancelled at least three hours before the 
flight; otherwise, a 20 per cent penalty is charged. 

Baggage is free up to the following limits. By air: 
within the U. S. and Canada, 40 pounds; international 
coach/tourist class, 44; international first-class, 66. 
By rail: 150 pounds free except for a handling charge 
of 25 cents per piece of hand baggage and 50 cents 
per trunk. 

For reserving overnight accommodations, the Hotel 
Red Book will be invaluable. 
graphical list giving size, price 
If the boss travels often, better have one at your 
elbow. It is published by the American Hotel As- 
sociation, 221 West 57 Street, New York 19, New 
York, and costs $5. 


It contains a geo- 
range, and address. 


WESTERN UNION Offers a room-finder service that is 
not only convenient, but often saves money. It will 
call a number of hotels in your destination city, 
locate the type of room desired, and call you to con- 
firm the reservation. As a result, you'll be spared the 
time, worry, and extra expense of wiring or calling 
several hotels in a search for accommodations. If it’s 
a last-minute trip and the traveler has no time to wait 
for results, when he arrives at his destination he 
simply phones the local Western Union and asks them 
where he’s staying. Incidentally, Western Union will 
also pick up travel tickets, deliver them, and collect 
the fare from you. 

If your boss likes the convenience of motels, a help- 
ful publication would be Travel America Guide to 
Hotels and Motor Hotels, 71 Vanderbilt Avenue, 
New York 17, New York; $1 a copy. If your employer 
is an AAA member, get an extra copy of the Accom- 


modations Directory, listing approved hotels and 
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motels, for your own reference. 

If your boss travels a great deal, he’d probably 
enjoy Duncan Hines “Adventures in Good Eating.” 
Your local bookstore probably has it, or it may be 
purchased from Adventures in Good Eating, Inc., Box 
192. Ithaca, New York. 


When It’s Your Turn: Since you may not be so sea- 
soned a traveler as your boss, a few tips on tips 
might help. There is no tipping on airlines. At the 
terminal, 25 cents a bag is a customary tip for the 
porter. Give the same to the redcap at the railroad 
station. The railroad-dining-car waiter should have 15 
per cent of the bill, but never less than a quarter 
when he has served a meal. Fifty cents a night is 
usually right for the sleeping-car porter unless «you 
have asked for special service. He should get a dollar 
a night if you travel in a private bedroom. At your 
hotel, the bellhop should get a quarter for carrying 
vour baggage to your room. If he has to make an 
extra trip because you're so overloaded, double his tip. 
For the chambermaid, leave a dollar for a week's 
stav. If you only stay overnight, leave her a quarter 
unless it’s a luxurious hotel, in which case you should 
leave 50 cents. In a restaurant, 15 per cent of the bill 
is expected by the waiter. 

Tipping the cab driver varies from town to town. 
When youre in a strange place, the trick is to try 
to pay the fare with a bill larger than the charge. 
You can almost certainly tell by the change the driver 
returns whether the local custom is to tip and, ac- 
cording to the assortment he hands you, about how 
much you should give him. For example, if the fare 
is 50 cents, give the cabbie a dollar. If he returns a 
half dollar, he doesn’t expect a tip. If you get a hand- 
ful of assorted change, the chances are that he does. 
If you're in doubt about the amount, remember that 
nearly 20 per cent is the general rule in large cities, less 
in other places. 

Many airlines and railroads offer “package” vaca- 
tions that are travel bargains. Visit their offices and 
pick up colorful folders suggesting a variety of exciting 
ideas. You'll find you can choose between low-budget 
or luxury travel, group or independent travel, air or 
rail, and one method of transportation or a com- 
bination. And you, too, can use a credit plan. Monthly 
payment plans let you budget a vacation over a period 
of time after you've had your fun. Or, if you'd rather 
pay when you go, dream over the folders, make your 
decision, and by saving a definite amount from each 
pay check before vacation, set up your own travel club. 
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IT’S EFFICIENCY 
WITH THE 
MODERN LOOK! 





eeeeeeeeeeee ee eee eeeeeeeeeeee eee 





Time-savers on the desk top...and with the 
modern look you want! Everybody approves 
when you select desk top equipment designed 
by the Bert M. Morris Co. They’re matched in 
color, style, and utility! 

Include this modern desk top equipment in 
your office planning. Available from the Bert 
M. Morris Co. is a 1957 Catalog to help you 
plan wisely. Write for it! 


ESSENTIALS IN EVERY OFFICE 


MORRIS SAFE-T-SET 

Beauty with efficiency —large ink supply can’t 
leak, won't spill, is easy to fill. 

MORRIS MEMO HOLDERS 

Holds standard memo paper. Available with 
ball point pen attached. 

MORRIS PHONE REST 

Frees both hands. Fits all phones—either 
shoulder. 

MORRIS TRAYS—LETTER & LEGAL 

Easy access with rear suspension. Stacks to any 
height. 

MORRISHARP ELECTRIC 

PENCIL SHARPENER 

Fast, self-starting. Cutting stops when desired 
point is obtained—choice of medium, fine, 
extra-fine. 

MORRIS ASH TRAY 

HE-MAN size... Perfect for sales meetings... 


removable glass liner...matches newest style 
in steel office furniture. 


BERT M. ORRIS CO. 


8651 WEST THIRD STREET, LOS ANGELES 48, CALIFORNIA 
In New York: 381 Fourth Avenue 
In Canada: McFarlane Son & Hodgson, Ltd., 


Montreal, Quebec 
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TIME—LABOR—MATERIALS 
Vi ; 
Y fp , 
J o7 
~~ 
Any Card Inserted Into Plastic “SELF-INDEXER”’, An Index Guide 
AICO’S Transparent... (shown above), becomes... At Guide Height | 


It’s The New, Faster, More Economical 
Way To Index Your Card Files! 


With AICO’s new, transparent, plastic, ““Self-Indexer’’, you can make 
in seconds, an Index Guide out of any card in your file. Just slip the 
card into the double lip at the top and the slot at the bottom of the 
“Self-Indexer”, and, the combination becomes an Index Guide, at 
guide height, *%” above the other cards. Made of heavy gauge plas- 
tic, the “Self-Indexer”” won't chip, crack, split nor tear. In 4 sizes, 
including Tabulating card size. Special sizes made to order. 


FREE: Write Dept. 50 For Free Sample, 
A608 literature, & name of your nearest supplier. 
44-16 23rd St., Long Island City 1, N. Y. 


INDEXES 426 5S. Clinton St. Chicago 7, Illinois 

















UNBEATABLE COMBINATION! 





C oh>—SUPER-KOTE CARBON PAPER 


with the 


CODD 
CHROME 


treatment 


and 


Coke's 


exclusive 


CARBON GRIPPER 


Nothing else equals this com- 
bination for superior impres- 


a sions—and it is available only 
va ee from Codo. 


a ey Ge Ge ee eee ee ee ee ee ee oe ee ee ee 
- 
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CODO MANUFACTURING CORPORATION ! 

TRY LEETSDALE, PENNSYLVANIA 

THEM | Nome__...___ ! 

Type name on! Address. ! 

your letter- | City Zone......... 

head for St ] 
ate eninaedhnictianeantiianieti 2 


free samples p a er eee 
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TAKE A TOUR 


(Continued from page 20) 





breakfasts, sight-seeing tours. Price? Regular season: 
$647; thrift season (Nov. 1 to April 30) just $629. 
This could prove to be your best vacation, and a com- 
paratively inexpensive way to become an enthusiastic 
world traveler. 


PLAN A “PIGGY BANK VACATION IN MIAMI BEACH, with 
the help of National Airlines. From May 1 to Decem- 
ber 20, prices drop sharply in the South, but the hotels 
are just as luxurious, the meals just as fabulous, the 
climate just plain wonderful. NAL has arranged one- 
week sojourns at 70 of the finest hotels, prices ranging 
from $19 to $50 per person depending on your choice 
of hotel. Price includes air-conditioned rooms, trans- 
portation to and from the airport, and entertainment 
(dances, beach parties, movies, etc.). Hotels feature 
a modified American plan for meals—brunch and 
dinner—costing from $15 to $18 per week. Add to that 
your plane fare—New York, $96.80 by night coach, 
$111.10 by day coach; Philadelphia, $95.15 night 
coach, $110.22 day coach. By this time mathematicians 
may have calculated that a week in glamorous Miami 
can cost you as little as $135. 


SPAIN AND FRANCE—seventeen days in two of the 
world’s most fascinating countries. You leave, via Air 
France, from New York, Boston, Chicago, or Montreal, 
fly on Super G Constellations to Madrid. Here you'll 
have two days of sight-seeing and fun, then travel by 
motor coach through Spain. Stopovers in Granada, 
Malaga, Algeciras, Seville, Cordova. You'll absorb 
Spanish atmosphere, eat Spanish food, see the famous 
flamenco dances, attend a bullfight. Back to Madrid 
for a chance to catch up on anything you've missed, 
then by plane to Paris. Full day of sight-seeing in 
the city itself and a half-day excursion to Versailles 
are included in your tour. Price includes transporta- 
tion, hotels, sight-seeing as indicated, breakfasts, and 
dinners. (In Paris, breakfast only is included. ) On the 
motorcoach tour in Spain three meals a day are pro- 
vided. (Bus riding does make you hungry.) Cost of 
tour, $729.60 from New York. From Boston and Mont- 
real, subtract $9; from Chicago, add $66. 


A WEEK IN CuBA—traveling via Cubana Airlines. This is 
not a package tour as such, but can be worked out 
with Cubana before you go. You can explore Havana, 
attend the races or a jai alai game, laze on Havana's 
beaches or fly over to fabulous Varadero Beach (only 
twenty minutes away via Cubana). Attend a play or 
concert, take a tour of the fabulous night clubs. And 
Cuban food is different—and good! Havana is a 
shopper's paradise, with fans, laces, tortoise shell, and 
cigars among the bargains. According to the airline, 
a week in Cuba should cost about $387, including 
transportation, food, tips, tours, and shopping—and 
youll live very well indeed. 


52 TODAY’S SECRETARY @ May, 1957 





HAVE TYPEWRITER 


(Continued from page 25) 








and must have some experience, the amount varying 
with the position. The length of the assignment also 
varies; some are made for two years, others for twelve 
or eighteen months. The positions available depend 
on the branch of service and its current needs, but jobs 
are usually open for typists, stenographers, court re- 
porters, accounting and auditing clerks, and tabulat- 
ing-machine and key-punch operators. 

Salaries are within the Civil Service range, with ad- 
ditional allowances provided according to the assign- 
ment. Living quarters are furnished as an employee 
allowance at a few bases, and transportation to and 
from the country is paid by the Government. 

The International Administration, 
which is a part of the State Department, is a bit dif- 
ferent from other Government agencies. Its applicants 
are not required to have Civil Service status; only a 
years business experience is necessary. Allowance for 
quarters is furnished. 


Co-operation 


The ICA also gives a post 
allowance, if living costs are higher than in Washing- 
ton. Their current needs are for well-qualified single 
persons for stenographic positions in the Near and Far 
East, South Asia, and Africa. 


Ir YOU ARE INTRIGUED by thoughts of doing exciting 
and important work and meeting interesting people in 
exotic lands, why not consider working overseas? 
Quit sighing over those travel posters and lingering 
over the enticing pages of Holiday! Simply send an 
application letter to one of the addresses below—and 
before you head for the mailbox, be sure to pat your 
typewriter gratefully. It is your key to adventure. 


FOR FURTHER INFORMATION WRITE TO: 


Arabian American Oil Company, 505 Park Avenue, 
New York 22, New York 


Department of the Army, Office of Civilian Personnel, 
Overseas Affairs Division, Washington 25, D. C. 


The Navy Overseas Employment Office (Pacific), 45 
Hyde Street, San Francisco, California 


The Navy Overseas Employment Office (Atlantic) 
Headquarters, Potomac River Naval Command, 
Washington 25, D. C. 

Office of Naval Intelligence, Navy Department, Wash- 
ington 25, D. C. (For positions in offices of naval 
attachés in various world capitals ) 

Department of the Air Force, Civilian Personnel Di- 
vision, your nearest air base 

Division of Employment, Department of State, Wash- 


ington 25, D.C. 


International Co-operation Administration, Recruit- 
ment Branch, Washington 25, D. C. 








Ask your teacher about the new office project 


with real office atmosphere! 


APPLIED DICTATION 
AND TRANSCRIPTION: 


An Integrated Office Project 


By Dr. H. H. Green, Northwestern University 


For the first time available anywhere, Gregg 
Publishing Division presents a completely new 
ollice project, designed to put interest and real- 
ism in your transcription and secretarial / office 
practice classes. Dr. Green has produced this 
ten-lesson series of dictation and transcription 
jobs based on actual correspondence provided 
by a number of real business organizations. 
The material for the project is taken from the 
surveys and research made by Dr. Green in 
connection with his doctoral thesis. You can be 
sure that the dictation material is exactly as it 
comes from the lips of the original dictators 
. +. just the sort of practice needed for those of 
you who will soon be entering the office world. 


The complete project-package includes... 


1. A Student Text-Workbook 
2. A Teacher's Manual 
3. A Set of Five 45-rpm Records 


A Summary of Project Features... 


1. A simulated office project based on real office 
dictation. Brief enough to avoid boredom, 
long enough to cover many phases of work 
as it is done in the office. 

2. A variety of dictators’ voices . . . authentic 
office atmosphere. 

3. Students are taught to read and interpret 
instructions and to exercise initiative in han- 
dling correspondence. 

4. A completely new concept in teaching tran- 
scription . . . nothing similar offered up to 
this time. 

5. Project is lesson-planned, flexible. Can be 
fitted into the transcription course at almost 
any stage. 


The Record Set, an integral part of this new office project, in- 
cludes five 45-rpm records with approximately seven minutes of 
dictation on each side. There are four different types of dictators 
—with actual office background noises—for a more realistic 
presentation of business dictation. 


For complete information on this exciting new 
office project, your teacher can write to... 


GREGG PUBLISHING DIVISION 
McGraw-Hill Book Company, Inc. 
330 West 42nd Street 
New York 36, N.Y. 
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RITE-LINE copyvuoiper 


SAVES EYESTRAIN 
PROMOTES ACCURACY 
INCREASES PRODUCTION 
TAKES COPY UP TO 20" 
HOLDS NOTEBOOK 

FITS IN DESK DRAWER 
LINE MAGNIFIER EXTRA 
Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


[~——-—- MAIL COUPON TODAY-~—— 
RITE-LINE CORP. 











4209 39th St.,N.W., Washington 16, D. C. | 
| Please send me a free copy of your Folder. | 
| Nome | 
| Address | 
| ciny___zone—store__ | 





(Advertisement) 
Remarkable Speed Achievements 
Through Phonograph Records 


Why is everyone turning to phono- 
graph records for speed building? 
Repetition practice is the answer. 
Rhythm and poise in writing is more 
easily developed. This reduces waste 
motion between strokes. Consequent- 
ly the hand moves faster. Students 
are quick to profess the ease with 
which they move from 60 to 80 to 
100, and up to 120 through brief 
practice sessions from phonograph 
records. This is accomplished by a 
series of timed dictation “takes” pro- 
gressively arranged to permit the stu- 
dent to graduate from one speed to 
another as her efficiency progresses. 
This system has had remarkable re- 
sults as shown by the quick up- 
surge in speeds among those students 
who have used records. Usually the 
entire system is used from 60 to 130 
wpm, thus effectively combining pen- 
manship drills with speed practice. 
For further information regarding 
this amazing new method of increas- 
ing shorthand speed, see important 
message on page | of this magazine. 


Dictation Disc Co., 170 Broadway, New York, N.Y. 





OFFICE 
SHOPPING 








makes 


NEAT 
ERASURES 


RUSH- 


-F YBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. 
No erasing shield — the 
Rush Eraser is less than 
one character thick. In 
beautiful, life-time plastic 
case, handy to use as a 
pencil, with long-lasting 
propel-repel refills. 











Order from your Dealer 


or send 50¢ and 
name of dealer to 








The Eraser Co., Inc. 


\ 1068 S. Clinton St., Syracuse 4, N. Y. 


94 











NOW AVAILABLE 
IN REPRINT FORM! 


MOST-USED SHORTHAND 
TERMS FOR 
15 DIFFERENT FIELDS 


Because of the demand for industry terms 


in Today's Secretary. we have secured a 
limited supply of reprints. Each list of 


terms has been printed on an 8! x 11 
sheet of quality stock. Prices are as fol- 
lows. 


25 cents each 
20 cents each 
15 cents each 

( omplete set of 15—$2.50 


Single copies 
10 to 50 copies 
Over 50 copies 


Cash or check for full amount must ac- 
company order. 


Reprint Department 

Today's Secretary 

330 West 42 Street, New York 36, New York 
Please send me copies of each of the 
reprints | have checked below, for which | 


enclose payment of $ 


Atomic Energy Chemical Electronic 
Banking Electrical Construction 
Import-Export Legal Aviation 
Radio & TV Oil Contract 
Agricultural Medical Insurance 


....Complete set of 15 
Name 
Address 
City 


State 
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[Eprror’s Notre. In the March issue, 
the write-up of Rex-Rotary Distributing 
Corporation's Rex-Rotary Model “D-280” 
illustrated with Bohn 
Duplicator Corporation's Rex-Rotary 
Model “M-4.” You will find descriptions 
of both products in this column.] 


tcds erroneously 


The Rex-Rotary “D-280” duplicator in- 
troduces a new inking system that saves 
up to 35 per cent ink consumption and de- 
livers printed copies of high quality. Rub- 
ber ink-distributing rollers replace cloth 
rollers, and the ink-distributing tube is of 
a diameter large enough to permit the use 





of a quick-drying paste ink. The new ink 
is comparable to printer’s ink, provides 
uniform distribution, and requires a thin- 
ner ink deposit on the paper. 

The Rex-Rotary D-280 is fully auto- 
matic and will print on any paper from 
onion skin to cardboard. For information, 
write to Rex-Rotary, Dept. TS, 387 Fourth 
Avenue, New York 16, New York. 


Latest convenience to keep the working 
girl healthy is the soup-vending machine. 
With this particular machine, 15 cents 
and a press of the button will produce any 
of ten varieties of hot soup. The soups are 





kept constantly hot and are dispensed in 
individual, 8-ounce, ready-to-serve cans. 
For additional information, write to the 
Fedam Company, Dept. TS, 7922 West 
Grand Avenue, Elmwood Park, Illinois. 


The Joseph Dixon Crucible Company 
recently conducted a study to determine 
the effectiveness of various grades, colors, 
and types of pencils used in conjunction 





with copying and duplicating machines 


Oy args peg Re peg ss EMELOY MENT AGENCY DIRECTORY 


in the form of a chart that specifies the 

















ae — mas £ aa — Ye Are you looking for a new job? On this page, every 
right type of pencil tor each machine. month, you'll find listed reputable employment 
- Nine types of copying and duplicating > agencies that can help you solve your job-hunting 
ae ‘ Fac . v leading com- problems. Whether you want a job in your own 
machine Pw anuf ictured by ke ding os vicinity or whether you want to move to a new loca- 
panies in the field were used in the experi- tion, our Employment Agency Directory can be your 
le, ments. Included are the Diazo, Thermo- expert guide. Check the agencies listed here first. 
ig Fax, Verifax, Xerography, offset-printing, — 
) : and wet-copy-duplicating processes. The CHICAGO NEW ORLEANS 
in table-form chart is available in quantities 7 
ry by writing to the Duplicating Services De- 4 F 7 . ¥ 
? = ; _— urnishing +] 
ms partment, A&SP, Joseph Dixon Company, BIRCH Planning Relocation? Contact 


a Qualified Secretaries to the 
—“— x | Mish-Paying chicoge | | A-1 EMPLOYMENT SERVICE 


Market On An 














SECRETARIAL Employer Pay Fee Basis 1409 National Bank of Commerce Building 
n- aa PLACEMENT 59 E. Madison © Suite 1417 New Orleans 12, Lovisiana 
es Described as a “printing press for sten- SPECIALISTS \ CEntral 6-5670 J 13 Years Same Management CAnol 4241 
e- cils,” the new BDC Rex-Rotary Model 
b- “M-4” employs a different mimeograph NEW YORK 
. a vio anges apes ys Jobs 100 Per Cent Free At 
O and ink have been discarded. Instead, the Fifth Avenue Publishers 
se M-4 utilizes two cylinders, an oscillating HELPMATE Madison Avenue ‘‘Ad”’ Agencies 
ink roller, and heavy printer’s ink, Other Permanent & Temporary 


Radio City-Rockefeller Plaza Firms 


Days, weeks, months & longer 


Up to $2.25 per hour CAREER OPPORTUNITIES 
8 So. Michigan Ave. FRanklin THROUGH 
Chicago 3, illinois 2-6875 





MORAN AGENCY 545 Fifth Avenue NYC 








DENVER SAN FRANCISCO 









































SECURITY EMPLOYMENT SERVICE “A Step in the Right Direotion > 
Th 's “Job € mM Senitt when you visit 
‘ e secretary $s oO enter - rs. Smith was aN 
a secretary herself before starting this employ- Y “. WESTERN EMPLOYERS SERVICE 
ment agency; therefore, understands your many 
problems. Confidential interviews. Write for ALD or Se Sart r ones pannens 
information and contract data. } San Francisco's Largest 
ik MRS. MARIE SMITH, Owner x NO FEE AGENCY 
a printing-press features include accurate pont Be oe a S 995 Market St. DOuglas 2-5486 
n- registration and automatic cut-off counter 
=e ; a) ; MIAMI ; .E 
and paper feed. When not in use, machine SAN JOSE 
O- folds into a self-contained, dustproof case. 
m Available in both electric and hand-oper- APGAR AGENCY COME WEST, YOUNG LADY! 
n, ated models. For further information, ut tea ee pm gt re me The land of sunshine and opportunity! 
th write to the Bohn Duplicator Corporation, sw Moser 220 Miracle salto oe Gables SAN JOSE PLACEMENT AGENCY 
Dept. TS, 444 Fourth Avenue, New York ‘‘Our Seventeenth Year of Dependable Service‘ 11th Successful Year 
16, New York. MIAMI REPRESENTATIVES 210 South Ist St. San Jose, California 
Russell Kelly Office Service en ae a ae te 
) « Gen. El I B M, Lockheed, 
1g ' Temporary Office Work, Week, Month or more. ote = iemdeede of others — 
e. Graduating from the hobby field to the 
ts business office, X-acto knives accurately ; 
» and speedily correct errors made on spirit- 
re type master stencils. Surgical-sharp steel Want information about employment agencies in other cities? We'll be glad to furnish, 


on request, names of reputable agencies in cities not listed here. Send a stamped, 


blades keep their fine cutting edges and ; 
self-addressed envelope with your. request. 


make corrections in seconds—a few light 
scraping strokes on the back of the typed TODAY’S SECRETARY 

sheet, and the retyped copy reproduces 330 W. 42 STREET, NEW YORK 36, N. Y. 
perfectly. Knife handles like a pencil, 





Coming Next Month 


“I get at least five questions about monkeys every week,” says Rose 
Marie Tarantola. Unusual? Not at all, for Rose Marie is secretary to Dr. 
Leonard Goss, director of the animal hospital at the New York Zoological 





. Park. In next month’s issue of Topay’s Secrerary, you'll read about her 
” ean ays job—a job that is interesting, different, and a constant source of amazement 
comes in sizes for every grip, and is fitted and amusement to this young secretary 
* with removable blades. Recommended by ane an - 5° a 
” Ditto, Inc., and other makers of spirit-type y 

duplicating machines and equipment, Winner's Cirele—OGA style. The 44th annual Contest is over. Entries 
- X-acto knives and blades are available are now being judged, and next month you'll have the results: lists of the 
vl rom your stationer. Further information individual and school winners—and their prizes; all the pictures we can 

iay be obtained from X-acto, Inc., Dept. : ; ‘ ; : ‘ 

S, 1S. SA-40 We Chan Bivect tee eee manage to squeeze in. And, finally, the thrill that goes with discovering 
a City 1, New York. that someone you know ( yourself, perhaps ) is among the winners. 
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... all you need is a pencil eraser and 


EAGLE-A TYPE-ERASE PAPER 


Yes, at the touch of an ordinary pencil eraser, typing 
errors “wipe” right off the surface of Eagle-A Type-Erase 
paper—leaving no smudge, no scraped look. Thanks to a 
special finish, you can erase a single letter, a word, a whole 
line in seconds. And when you type in the correction, 

you won't be able to detect your erasure! Ask your stationer 
for Eagle-A Type-Erase in bond and onion skin weights 
—it costs no more than any other good rag content bond 

or onion skin. Available in letter and legal sizes, plain 

or ruled...in packets or the Eagle-A “Hinge-Top” box. 


Secretaries and teachers: for free Type-Erase test 

sheets and Eagle-A’s unique Letter Placement Guide, write 
on your firm or school letterhead to Department S, 
American Writing Paper Corporation, Holyoke, Mass. 


EAGLE-A BOXED 
TYPEWRITER PAPERS 


100% RAG EXTRA No. 1: Coupon Bond 

100% RAG: Agawam Bond; Coupon, Agawam Onion Skins 
15% RAG: Contract Bond « 50% RAG: Acceptance Bond 
25% RAG: Trojan Bond, Onion Skin and MS. Cover 
SULPHITE: Quality Bond, Onion Skin and Manifold 

TY PE-ERASE: Bond, Onion Skin—with “built-in erasability”’ 
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Outlining the essentials of good ward- 
robe planning, Money Management, Your 
Clothing Dollar will not only help you 
plan a good ensemble for your “two weeks 
with pay,” but also help you obtain the 
all-year “top-of-the-world” feeling you get 
when you know you re well-dressed and 
look your best. This booklet shows you, 
too, how to choose the most flattering 
styles for your figure type; how to recog- 
nize good construction and workmanship 
in men’s, women’s, and children’s clothes; 
and how to care for clothes in order to 
keep them always at their best and ready 
tor wear. As an added convenience there 
is information on fibers, fabrics, and spe- 
cial finishes. 

Written with a realistic, practical ap- 
proach to clothing needs, Money Manage- 
ment, Your Clothing Dollar is availabl 
from the Money Management Institute of 
Household Finance Corporation, Pruden- 
tial Plaza, Chicago 1, Illinois. 36 pages, 
LO cents. 


If you're planning a vacation by car and 
looking forward to doing some ot the 
driving, The Road to Better Driving will 
serve you whether you're a beginner or a 
practiced driver who wishes to brush up 
on rules and methods. A visualized driver- 
training course, now available in book 
form, the easy-to-read four-color manual 
explains everything the driver should 
know about his automobile, from what 
the buttons on the instrument panel mean 
to how to read a road map. Every subject 
is concisely covered in clear, simple lan- 
guage. The Road to Better Driving is 
recommended and used by high schools, 
colleges, and driving schools throughout 
the country. 

From Cambridge Book Company, Inc., 
Dept. P, 6 Varick Street, New York 13, 
New York. 379 pages, $2, postpaid. 


The Wizardry of Words, compiled and 
published by A. C. Belden, contains 111 
clues to the secrets of writing power. Quo- 
tations from famous authors and editors 
are arranged in a logical, readable order, 
so that it almost seems as though one man, 
instead of several, were speaking. Yet each 
clue is different and reveals a new idea in 
the concept of what makes good writing. 
Not how to write, but what is true writing 
is the theme; and each tip gives an insight 
into the artistry of word arrangement and 
thought. Packed with more information 
than its 41 pages would indicate, The 
Wizardry of Words will be useful to every- 
one who attempts to put his thoughts into 
words. Order from A. C. Belden, 394 
Pacific Avenue, San Francisco 11, Cali- 
fornia. $1. 





Photographed at the Pump Room ofthe Ambassador East, Chicago - Clothes-by Bonwit Téiler 


alive & 
after 
five... 


thanks to her Reminctron® ELectric typewriter 


And no wonder —electricity does the work— 
helps today’s smart women of letters 
turn out such truly beautiful work in so little time, 
with so little effort and so pleasing to the boss. 


Flemington. Mand. 


DIVISION OF SPERRY RAND CORPORATION 


Remington Rand salutes the Secretary... First Lady of American Business ... during National Secretaries Week, April 21-27 











Why vour shorthand is easier to read 
when you use an MS TReRBROOK pen 
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® 
ésterbrook -the only Grege- 


approved pen with replaceable points. Just $2.95 





